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Soft Skills in Digital
Environments

Welcome to Soft Skills in Digital Environments (ReSkill45+). This course helps
adult learners aged 45 and above build confidence communicating and
collaborating online in today's evolving workplace.

Funded by the European Union. Views and opinions expressed are however those of the author(s) only
and do not necessarily reflect those of the European Union or the European Education and Culture
Executive Agency (EACEA). Neither the European Union nor EACEA can be held responsible for them.




What You'll Learn

Communication Skills

Master speaking, writing, and presenting in virtual settings with clarity and
confidence.

Empathy & Listening

Practice active listening and feedback techniques that build trust online.

Adaptability

Develop time management strategies and flexibility for remote work success.

Conflict Resolution

Learn etiquette and techniques for resolving disagreements professionally.

Apply best practices on platforms like Zoom, Slack, Microsoft Teams, and Google
Meet throughout this course.




Why Soft Skills Matter in Remote Work

Employers highly value soft skills for remote work. In fact, "soft
skills for remote workers are highly prized in the virtual
community." Communication, empathy, and collaboration
complement technical know-how beautifully.

Without these essential skills, you're often "lacking a major tool"
for professional success. As research shows, tailored communication
makes your ideas clear and decisions easier for everyone involved.

These interpersonal abilities separate good remote workers from
exceptional ones, creating opportunities for advancement and job
satisfaction.




Challenges of Digital
Communication

Limited Non-Verbal Cues

Tone and body language often don't carry over screen, which can cause
misunderstandings. Facial expressions and gestures that normally clarify
meaning are reduced or absent entirely.

Delayed Feedback

In chat or email, replies aren't instant, so assumptions can build. Set clear
expectations to mitigate delays and maintain momentum on projects.

Technical Issues

Video and voice lag, frozen screens, and glitches can disrupt flow. Patience
and backup plans help everyone stay connected despite technology
challenges.

Isolation & Misunderstanding

It's easy to feel disconnected from colleagues. Small gestures like emojis and
regular check-ins can bridge the gap and build team cohesion.



Effective Communication in
Virtual Settings
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Be Clear and Concise

Use simple language and short sentences. Always tailor your style to your
audience. Bullet points or visuals can make complex information more digestible.

02

Confirm Understanding

Ask open questions or have listeners paraphrase key points. In chats, summarize
important ideas to ensure everyone is aligned.
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Use Visuals

Share your screen or slides to illustrate complex ideas. Visual aids like charts and
infographics support understanding and retention.

04

Follow Up

After meetings, send a summary email or message to reinforce decisions and next
steps. Documentation prevents confusion later.



Digital Body Language & Tone

Visual Presence

Camera on: Turning your camera on when possible shows
engagement. It adds visual cues like nodding and eye contact that
help others feel connected.

Posture and gesture: Sit up straight, smile, and nod appropriately.
This "digital body language" signals you're listening and engaged in
the conversation.

Written Communication

Tone of writing: Remember that tone doesn't always translate in
text. Be mindful with punctuation and avoid all-caps, which can
seem like shouting.

Use emojis carefully: A 4 or [ can replace a quick "Got it," but
match your team's norms. Emoticons add friendliness while
maintaining professionalism.



Active Listening Techniques

Stay Focused

Mute notifications and avoid multitasking during meetings.
Give the speaker your full attention. Close unnecessary
browser tabs and put your phone away to minimize
distractions.

Paraphrase

Summarize what you heard to confirm accuracy. For example,
"If T understand, you're saying..." This ensures you got it right
and shows respect for the speaker.

Acknowledge Understanding

Say things like "T see,” or use nodding. In chat, a quick " 4"
shows you're following along. These small acknowledgments
keep communication flowing smoothly.

Ask Clarifying Questions

Don't hesitate to ask "Could you explain more?" when in doubt.

It shows you're listening carefully and value clear
understanding over assumptions.

G+



Practicing Empathy Online

Put Yourself in Their Shoes

If a colleague seems upset or quiet, gently check in. Ask "Is everything
okay?" or "I'm here if you need support."

Offer Help

"That sounds frustrating. How can I help?" shows you care. Even a quick chat
message, "Thinking of you," can mean a lot.

Respect Differences

Remember team members may have different home situations or stressors.
Be patient with tech hiccups or late responses.

Positive Reinforcement

Praise effort publicly ("Great idea in yesterday's meeting!") to boost morale.
Empathy and encouragement go a long way remotely.



Giving & Receiving Feedback

Be Constructive

Use "I" statements (e.g., "I noticed..."), focus on work not the
person, and be specific. Example: "Great slides - maybe add a
summary for clarity."

Start Positive

Begin with appreciation ("I appreciate your thorough research"),
then address one improvement area. End with encouragement to
maintain motivation.

Be Timely

Give feedback soon after the event, not weeks later. Use the
method your team prefers: DM, email, or brief call.

Listen When Receiving

Listen calmly, ask clarifying questions, and thank the giver. Clarify
any parts you don't understand before responding defensively.

Example: Instead of "Your report is bad," say: "I appreciate your analysis. One suggestion: adding more data to section 2 might clarify the

conclusions."
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Being Adaptable and Flexible

e Embrace Change

Technology and plans change quickly in digital work. Show
willingness by saying "Let's try the new feature together" rather
than resisting.

e Learn Continuously

If a new tool is introduced (e.g., moving from Zoom to Teams),
volunteer to help others by learning features first and sharing
tips.

e Stay Positive

Instead of resisting ("This is too hard"), frame it as a challenge to
solve. A solution-focused mindset keeps teams moving forward
together.

e Roll with the Punches

Be ready to adjust your schedule or role if project goals shift.
Learning new skills or methods shows strong adaptability and
value to employers.

Practice tip: Set a small goal to try a feature you've never used
before, like breakout rooms or polls, in your next meeting.



Time Management Strategies
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Plan Your Day Use Task Lists Set Boundaries

Use calendars (Google, Outlook) to block Tools like Trello, Asana, or a simple to-do Turn on Do Not Disturb after work hours
focused work times and breaks. Send list help track tasks and deadlines. Check or during focus blocks. Let your team
calendar invites for all meetings to keep them off as you go for satisfaction and know when you'll respond to manage
everyone informed. clarity. expectations.

Stick to Schedules Prioritize

Join meetings a few minutes early; end on time. Respect Tackle high-impact tasks first, and break big projects into smaller
everyone's time by being punctual and prepared for discussions. steps with mini-deadlines. This prevents overwhelm and ensures

progress.



Resolving Conflict Remotely
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Stay Calm and Respectful

If tension arises, don't react impulsively. Write the first draft of a tense message,
then edit it before sending.
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Address Privately

For disagreements, try a one-on-one call or private message instead of airing it in
public channels where it can escalate.

03

Seek Understanding

Ask, "Help me understand your point." Often conflicts stem from
miscommunication rather than actual disagreement.

O4

Compromise

Look for solutions where both sides give a little. Offer alternatives like "What if we
tried..." to find middle ground.

Example approach: Send a friendly email acknowledging the other's view, then clearly state your perspective and suggest a way to move

forward together.



Digital Etiquette Essentials

©

Be Punctual Dress Appropriately Mind Your Background

Join virtual meetings a few minutes early Even online, wear clothes that are neat Sit in front of a neutral wall or use a

for tech checks. Notify teammates if and professional. Consider the formality simple virtual background. Ensure good
you'll be late to show respect for their of the meeting and dress accordingly. lighting on your face so others can see
time. you clearly.

Mute/Unmute Be Polite in Chat

Mute your mic when not speaking to avoid background noise.
Remember to unmute before speaking so others can hear you.

Use greetings ("Hello!") and thanks. Avoid sarcasm or slang that
could be misunderstood. Remember your tone in text matters.



Key Platforms Overview

Zoom & Google Meet Microsoft Teams Slack

Primarily for video calls and Combines chat and video A messaging workspace for
presentations. Features include seamlessly. Use channels to teams. Organize conversations
screen sharing, virtual organize topics and Teams by channels (topics/teams) and
backgrounds, breakout rooms, meetings integrated with Office use threads for focused

and recording capabilities. apps for collaboration. discussions without clutter.

Each tool has its own norms and best uses. We'll explore meeting etiquette and chat guidelines in detail next.

Email

Formal communication tool best
for detailed updates or external
contacts. Use clear subject lines
and CC/BCC appropriately for
professionalism.
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Video Conferencing Best Practices
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Join on Mute

Always mute when entering and only unmute when speaking. This
avoids unexpected sounds like chewing, keyboard clicks, or
background conversations.

]

Check Your Camera View

Position your face in center, with eyes at top third of screen. Make
sure nothing distracting is visible in your background.

EX¢

Use Video When Possible

Being on camera helps everyone connect and read facial cues. Turn
it off only if bandwidth is an issue or you need a brief break.

O

Use Hand-Raise/Chat

If you have a question, use the "raise hand" feature or type in chat,
rather than interrupting speakers mid-sentence.

Pro tip: Briefly greet everyone at the start and outline meeting goals. Use screen share or whiteboard features to keep people engaged

throughout.



Zoom & Teams Tips

Master the Features

. Familiarize yourself: Know how to mute, share screen, chat,
and record. Practice in advance if you're new to the platform.

. Engage participants: Ask direct questions ("lNamel, what do
you think?") and invite comments from quieter members.

. Use reactions: Encourage reactions (thumbs up, clapping) in
large meetings for silent feedback that doesn't interrupt.

. Breakout sessions: For group work, use breakout rooms. Assign
roles (scribe, presenter) to keep them focused and productive.

. After-meeting follow-up: Send a brief email or Teams message
summarizing decisions. This reinforces understanding and
accountability.



Slack & Chat Etiquette

Use Channels Effectively Threads for Clarity
Post team-wide info in channels, not DMs, so everyone stays in When a topic drifts, start a thread under the original message.
the loop. Create topic-specific channels to organize This keeps the main channel clean and conversations organized.

conversations.

No Empty Greetings Concise Messages

Never send a DM with just "hey" or "hello." Combine the Use bullets, emoijis, and bold text to highlight key points in longer
greeting with your question or message to avoid extra pings and messages. Make them scannable and easy to digest quickly.
waiting.

@Mentions Sparingly Status Updates

Tag ("@") colleagues only when you need a direct answer. Set your status (Away, In a meeting, etc.) so others know if
Overusing mentions can be disruptive and may cause them to you're available. This manages expectations and reduces

miss important info. interruptions.



Choosing the Right
Communication Tool

Chat (Slack/Teams) Email

Quick back-and-forth with Formal or detailed communications,
colleagues, informal questions, external contacts, documentation,
status updates, and team and announcements requiring
coordination. Move rapid exchanges complete sentences and structure.

from email to chat.

Video/Phone Calls

When conversations get long or confusing, switch to a quick call. Voice tone
and immediacy often solve issues faster than text.

Clarity on urgency: Prefix messages with "URGENT" or use high-priority flags for
time-sensitive issues. But be judicious - not everything is urgent! When in doubt
about format, send a calendar invite with a defined agenda so people come
prepared.



Managing Virtual Meeting Fatigue

Take Breaks

Avoid scheduling meetings back-to-back. Stand up or stretch
between sessions to reset your energy and focus.

Audio-Only Breaks

For long webinars, turn off your camera and lean back while still
listening. Give your eyes a rest from the screen.

Alternate Formats

Suggest walking meetings or hands-free calls to vary routine.
Movement and fresh air can boost creativity and reduce fatigue.

Stay Hydrated

Have water nearby, and ensure you've rested before marathon
call days. Self-care helps you stay attentive and engaged.



Do's & Don'ts: Video Calls

Do X Don't

« Arrive a few minutes early to settle « Eat meals during calls (others can
in and test technology hear you chewing)

« Mute when not speaking to « Interrupt or talk over someone -
minimize background noise use "raise hand" or chat instead

« Look into the camera and smile to - Fidget with your phone or do
engage others genuinely unrelated tasks (it's distracting)

« Use the chat box for side- « Leave your camera on if you step
comments or questions without away - turn it off or notify others

interrupting . Forget to check your background

- Have good lighting so others can for anything unprofessional
see your face clearly




Do's & Don'ts: Chat & Email

Do X Don't

« Keep messages concise and on-topic. Bullet lists help « Use sarcasm or jokes that can be misunderstood in text

tremendously . "Reply All" to mass emails unless everyone truly needs the

« Use polite greetings ("Hi all," "Good morning") and closings information

("Thank you,") - Leave colleagues hanging: try not to leave questions unanswered

« Acknowledge others' points: a quick " " or "Got it" shows receipt for long

« Respect status indicators: don't ping someone marked "Do Not « Overuse GIFs or memes unless you know the team culture well

Disturb” unless urgent . Send messages in all caps - it comes across as SHOUTING

« Proofread before sending to catch typos and tone issues



Emoji and Tone Guidelines

5

Use Emojis Smartly

A 4 can mean "understood,” and [%4 can mean "completed.” They reduce
extra messages and keep communication efficient without being too
casual.

Match Team Style

If the team is formal, use emojis sparingly. If it's casual, a & or & may
be fine. Always avoid anything that could be considered offensive.

Clarify Tone

If a message might seem harsh, add a friendly emoji or phrase ("I'm
excited about..."). When in doubt, ask for clarification or smile more.

Avoid Ambiguity

Instead of saying "kk" or "sure," use full words or emojis to show
enthusiasm or understanding. Clear communication prevents
misunderstandings.




Reflection: Your
Communication Experiences

(1 (11
Think of a recent remote meeting Reflect on a time you
you attended. What misinterpreted a written
communication challenge did message. What made it
you face? How was it resolved confusing? How could you have
(or not)? What would you do clarified the situation sooner?

differently now?

Consider how you feel when someone ignores your messages. How does
timely acknowledgement or lack thereof affect your trust in colleagues?

Take a moment to jot down or discuss your thoughts with a partner. Personal
reflection helps solidify learning and builds self-awareness.



Practice Task: Role-Playing
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Virtual Meeting

With a partner or in your mind, role-play a short video
meeting. One plays host, the other a participant. Practice
using mute, camera, and chat effectively.

Feedback Chat

Write two versions of a chat message giving feedback on
a document: one that is unclear or harsh, and a revised
version that is polite and constructive.

©) Self-Review

Record a 30-second video introducing yourself. Check
your posture, eye contact, and tone. Adjust as needed
and re-record until you're satisfied.



Communication Tools Comparison

Feature Slack Teams

Best used for Quick questions, team Team chat + Office
chat integration

Key etiquette Use threads, emoiji Set status, use channels
reactions

Not for Long documents, Very urgent matters

urgent via chat

Response time Minutes to hours Minutes to hours

Zoom

Video meetings,
presentations

Mute on join, camera
on

Quick confirmations

Real-time

Email

Formal notices, external
contacts

Reply all sparingly, clear
subjects

Rapid back-and-forth

Hours to 24 hours

This table helps you choose the right tool for each situation, ensuring your message reaches colleagues effectively and appropriately.



Case Scenario - Commuhnication

Y Poor Approach Better Approach
| Manager's email: "Report tomorrow?" Manager's email: "Hi team, can you please submit the Q3 sales
report by Friday spm? Let me know if you have questions. Thank

Vague request leaves the team confused about which report, what you!”

deadline, and what format. This creates anxiety and wasted time

with clarifying emails. Clear request with specific details: what (Q3 sales report), when
(Friday 5pm), and invitation for questions. Team can act
immediately.

Key lesson: Provide context and full details in every communication. Confirm receipt with a quick reply like " 4 Will do" to avoid the
"communication illusion."

G
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Case Scenario - Empathy

The Situation

Jane notices her colleague Sam has been silent in meetings and slow on replies for
the past week.

Y Poor Response

Jane ignores it or publicly says, "Why aren't you responding, Sam?" This
embarrasses Sam and doesn't address the underlying issue.

Empathetic Response

Jane privately messages Sam: "Hey Sam, I hope you're doing okay. Is everything
alright? I noticed you've been quieter than usual. I'm here if you need support.”

Key lesson: Gently check on people privately. A caring message can open up
support, reveal personal challenges, and strengthen team bonds.

B>



Case Scenario - Active Listening

X Poor Listening Good Listening

Scenario: In a video call, Alex keeps interrupting Lisa's presentation Better approach: Alex waits until Lisa finishes, then says, "That was

with questions. informative. I was wondering if we could clarify the timeline in
section 37"

Lisa feels rushed and upset. Key points get missed because the flow
is constantly broken. The team loses valuable information. Lisa completes her presentation without interruption. Alex's
question is specific and respectful of everyone's time.

Key lesson: Allow speakers to finish their thoughts. Engage by reflecting back what you heard (e.g., "So what I understood is...") rather than
interrupting mid-flow.



Case Scenario - Constructive
Feedback

The Situation

Giving feedback on a teammate's draft email response to a client inquiry.

X Negative Feedback

"This email doesn't make sense, fix it." This criticism attacks the work without
explanation, leaving the teammate defensive and unclear about
improvements.

Constructive Feedback

"Thanks for writing that. One suggestion: maybe start by acknowledging their
question like 'Thank you for reaching out." It might sound warmer and more
professional.”

Key Lesson

Start with something positive, be specific about improvements, and focus on
the work not the person. This approach builds skills and maintains morale.




Case Scenario - Adaptability

The Situation

Suddenly, your team's weekly meeting moves from Thursday afternoon to
Monday morning due to scheduling conflicts.

Y Resistant Reaction

"I hate Mondays, this is too early!"and the team member ignores the
change, missing the rescheduled meeting entirely.

Adaptable Reaction

"Okay, Monday it is. I'll update my prep schedule and set a reminder. Let me
know if the agenda changes. Thanks for the heads up!"

Key lesson: Accept changes gracefully and adjust plans proactively.
Flexibility shows professionalism and helps the entire team stay coordinated
despite shifts.
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Case Scenario - Time Management

Y Poor Management Better Management
Scenario: Meeting deadline for an online report. Better approach: You set milestones (research by Monday, draft by

Wednesday, review by Thursday). You alert the team early when you

You work last-minute, rush through key details, miss important hit a snag, and deliver quality work on time.

data, and then blame your busy schedule when the report is
incomplete or late. Key lesson: Break tasks into manageable steps with internal

deadlines. Communicate early if delays occur so the team can adjust
and support you.

B>



Case Scenario - Conflict Resolution

The Situation

Two coworkers misinterpret each other's tone in a Slack chat about project
priorities.

Y Escalated Conflict

They argue back and forth in the public channel, causing confusion and
discomfort for everyone watching. The conflict becomes personal.

Resolved Privately

They DM each other calmly: "I might have sounded harsh, sorry. Let's hop
on a quick call and sort this out."They discuss, clarify intentions, and reach
agreement.

Key lesson: Handle misunderstandings one-on-one, apologize if needed,
and keep discussions civil. Private resolution prevents public drama and
preserves relationships.



Case Scenario - Professional

Etiquette

Y Unprofessional

Scenario: A team video call with
important clients is scheduled.

« One teammate eats lunch on
camera with sound on

« Another hasa TV blaring in the
background

« Someone joins 10 minutes late
without explanation

« Casual dress and messy
background are visible

This creates a poor impression and

distracts from the business discussion.

Professional
Better approach:

« All participants mute when not
talking

- Everyone uses a quiet, neutral
space

« Team members dress appropriately

« Everyone joins on time or notifies
in advance

- Full attention on the meeting
content

Key lesson: During important calls,
present yourself as you would in
person - no distractions, professional
appearance, full attention on the
discussion.



Building Rapport in Virtual Teams

Icebreakers

Start meetings with a quick check-in like "One
word that describes your week?" to build
connection and ease into work discussions.

Milestones

Remember birthdays or work anniversaries
with a quick celebration like a screen-share
song or card to make people feel valued.

Co-funded by
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Celebrate Wins

Send thank-you messages or kudos in chat
when someone does great work. Public
recognition boosts morale and encourages
excellence.

Casual Channels

Use a" = watercooler" channel for non-
work chats about hobbies, weekend
plans, or interests to build personal
connections.

Virtual Coffee

Schedule short virtual coffee breaks or team
lunches via video to chat informally and
strengthen relationships beyond work tasks.



Inclusive Communication Practices

Clear Language

Avoid idioms or slang like "hit the ground running" that not everyone may know. Use plain language that translates well across
cultures.

Fair Scheduling

Consider all time zones when setting meeting times. Rotate meeting hours if needed so the burden doesn't always fall on the
same people.

Encourage All Voices

Actively invite input: "Alex, I'd love your thoughts," especially from quieter members who may need encouragement to share
ideas.

Provide Materials

Share agendas and documents in advance. Use written summaries after meetings so people can review at their own pace.

Cultural Respect

Be aware of cultural communication styles. Some cultures avoid direct criticism; others value very direct feedback. Learn your
team's preferences.

@nt



Accessibility in Digital Communication

e Captions and Transcripts

Use live captions if available (in Teams/Zoom) and share meeting
notes afterward for those who prefer reading or missed audio.

e Readable Content

Use large, clear fonts on slides and avoid tiny text or overly
complex visuals. High contrast helps everyone read more easily.

e Descriptive Language

When showing an image or chart, briefly describe it ("[Chart
shows sales rising by 20%1") for those with vision difficulties.

e Check Tech Settings

Ensure your microphone and speaker are working well so
everyone can hear and be heard clearly without technical
barriers.

e |nclusive Tools

Use platforms that support accessibility features like screen
reader compatibility and keyboard navigation for all users.

B>



Creating a Positive Remote Culture

Encourage Collaboration

Model Behavior Share credit for ideas and recognize team

achievements publicly in chat or meetings.

%

Be on time, respectful, and helpful in every ¢

interaction. Your example sets the *
standard for others.

Set Norms Together

Agree on response times (reply within 24

hours) and offline hours so expectations
— are clear.
Share Knowledge B
Maintain a common folder or wiki of useful
Provide Support

tips, guides, and answers to FAQs for easy
reference.

&

If someone is struggling, offer to pairon a
task or brainstorm solutions together.



Troubleshooting Common Tech Issues

Audio Problems

If someone can't hear, suggest they check mute settings or switch audio devices. They can join audio via phone as a backup option.

Video Issues

If a participant's camera freezes, they can turn it off and on again, or switch to phone temporarily while troubleshooting.

Screen Share Fails

Try restarting the application, or upload the file to chat as an interim measure so the meeting can continue productively.

General Tip

Stay patient and calm. Technology can glitch; asking for a few moments to fix it is perfectly fine and appreciated by everyone.

IT Help

If problems persist, have a quick how-to guide or link to support resources readily available for your specific platforms.



Engaging Presentation Tools

Screen Sharing

Highlight cursor or zoom into areas when explaining. Both Zoom and
Teams have annotation tools for drawing attention.

0

Slides & Visuals

Use slides with key bullet points and visuals like charts and images
to break monotony and improve comprehension.

Ingent Clon

Or
a=
Interactive Polls

Tools like Zoom Polls, Teams Forms, or Mentimeter gather instant
feedback and keep audiences engaged actively.

Virtual Whiteboard

Brainstorm together on whiteboards like Zoom Whiteboard or Miro
to make meetings interactive and collaborative.

Y

Audience Participation

Ask direct questions, use "raise hand," or assign a scribe to write key
ideas in real time for dynamic engagement.



Key Takeaways

Communication Skills

Strong online soft skills complement your technical abilities.
Effective remote work requires clear, audience-aware
communication tailored to each situation.

Right Tool Selection

Use each tool as intended: Zoom/Meet for face-time,
Slack/Teams for day-to-day chat, Email for formal information
sharing.

Time & Stress Management

Manage time and stress with planning and boundaries. Set Do
Not Disturb, take breaks, and protect your focus time
intentionally.

Empathy & Listening

These help overcome the lack of physical cues. Thoughtful
messages and active listening build trust and strengthen team
relationships.

Professional Etiquette

Follow etiquette: mute on join, polite chat language, concise
messages. Small courtesies make a big difference in perception.

Conflict Resolution

Resolve conflicts by staying respectful and solution-focused.
Address issues privately and seek win-win outcomes for
everyone.



The Communication lllusion

"The single biggest
problem in
communication is the
Iillusion that it has
taken place.”

- George Bernard Shaw

Think before you assume your message was understood. Always double-check,
ask for confirmation, and create opportunities for clarification. This simple

practice prevents countless misunderstandings and builds stronger professional
relationships in virtual environments.



The Power of Empathy

"Empathy is about
standing in someone
else's shoes... Not only
Is empathy hard to
outsource and
automate, but it
makes the world a
better place."

- Daniel H. Pink

In other words, being compassionate and understanding online builds stronger
teams and creates work environments where everyone thrives. Empathy is your
competitive advantage in the digital age.

G
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Quick Knowledge Check

Question 1 Question 2 Question 3

True or False: You should keep your True or False: A thumbs-up emoji can When do you use @mention in

video on at all times for better replace a "got it" reply in chat. Slack/Teams?

SRR Answer: True - According to Microsoft Answer: When you need a specific
Answer: False - It's recommended but guidance, emojis reduce extra messages. person's attention or direct response, not
use judgment based on bandwidth and for general information.

fatigue.



Additional Practice Activities

Write Messages

Draft a polite Slack message requesting help versus an impatient one.
Compare the tone, word choice, and likely response you'd receive from each COMMUNICATION SKILLS

) learntizl100ns rolimma 353 poltioolzing | eadis abos
version.
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Peer Feedback

Exchange a short email draft with a partner and practice giving
constructive feedback using the techniques you learned in this course.

Mock Meeting

Organize a 5-minute virtual check-in with a friend or colleague. Use at
least one poll or screen-share feature to practice engagement.

Self-Check

Rate yourself on today's skills: Did you mute properly? Was your
tone friendly? Note one specific thing to improve for next time.




Communication Tools Recap

Zzoom » eet
SOOW. . Weet
Zoom/Meet Slack/Teams Email
Video meetings - use audio/mute, cameraon  Chat tools - use channels, threads, and status Formal updates - clear subject lines,
for engagement, and share your screen for updates. Keep messages short and professional tone. Don't overload with chat-
visuals. Remember to have an agenda organized; use reactions instead of extra style brevity; use complete sentences and
prepared and share it in advance. posts when possible. proper structure.

General tip: Know each tool's culture (casual versus formal), and always choose the right channel for the message (quick question versus
detailed report).



Next Steps & Resources

Practice Daily

Use these skills every day. For example, pause to check your tone before hitting send on a potentially difficult message.

Learn More

Explore built-in tutorials like Microsoft Teams guided tours and Slack Help Center for deeper tips on each platform's features.

Seek Feedback

Ask a trusted colleague to give you pointers on your virtual communication style. Constructive input accelerates improvement.

Team Norms

Help your team establish and document communication norms like response times, common emojis, and channel purposes.

Stay Updated

Digital tools change frequently - keep experimenting with new features, settings, and apps to stay efficient and current.

&



Course Summary

Communication

Be clear and audience-focused. Tailor language
and tone. Use visuals and confirmations.

Etiquette

Mute/unmute correctly, dress appropriately,
and respect everyone's time.

Conflict Resolution

Address issues calmly and privately. Find win-
win solutions.

f)
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Empathy & Listening

Show you care by asking questions and
acknowledging others. Use supportive
language.

Feedback

Give constructive, specific feedback promptly.
Receive it with an open mind.

Adaptability

Embrace new tools and changes; keep a
positive, flexible attitude.

Time Management

Plan your day, set reminders, and protect focus
time with Do Not Disturb.



Self-Assessment Checklist

Preparation & Presence

- 01 prepare my workspace before virtual meetings (good lighting,
quiet environment)

« [ Imute my microphone when not speaking and unmute clearly
when needed

. [Ilisten actively (nod, paraphrase) and ask clarifying questions

. [Ifollow platform etiquette (use threads, status, proper
channels)

« 0 Imanage my schedule (use calendars, set realistic deadlines)

Communication & Collaboration

« [Tuse polite, clear language in my chats and emails

- [0Ishow empathy (check on colleagues, acknowledge feelings)
- [0Ihandle misunderstandings calmly and seek to resolve them
« [T use emojis and reactions appropriately (4 - "understood")

« 0Icommit to continuously improving these skills

Review this checklist regularly to track your progress and identify areas for continued growth in your digital communication journey.



Your Digital Communication
Pledge

| pledge to:

. Communicate clearly and listen attentively in all online interactions

. Show empathy, patience, and respect in virtual conversations with all
colleagues

- Follow meeting and chat etiquette (mute when needed, be polite, use
appropriate tools)

- Manage my time and contribute positively, making our virtual team
stronger

. Build trust and professionalism in every digital workspace I participate in

By taking this pledge, you're committing to excellence in digital communication.
Print this out, save it as your desktop background, or share it with your team. Let it
guide your daily interactions and remind you of the professional you're becoming.



Thank You & Next Steps

& Congratulations! Continue Your Journey
Thank you for participating in Soft « Review the resources and guides
Skills in Digital Environments! discussed throughout this course
You've gained valuable tools for . Join online communities for remote

successful remote collaboration.

Practice these skills daily and watch .
your confidence grow. Remember,

becoming an excellent digital .
communicator is a journey, not a
destination.

workers to share experiences

Set a weekly goal to practice one
specific skill

Share what you've learned with
colleagues

Revisit these materials whenever
you need a refresher

Best of luck in your remote collaborations! You now have the soft skills to
thrive in any digital environment. Stay curious, stay connected, and keep learning.




