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Communication & Collaboration : Main Objective

Main objective: This module provides information on different aspects of digital
communicationsuch assharing resources through online tools, linking with other
online users, collaborating through digital tools, interacting with and participating

in communities and natorks etc.

General DescriptionThis module will enabline learner to understand the major
concerns about digital communication and discoviie online rules of
communication (netiquette) by managing digital ientity. This module will
providethe learnerwith information so aso understand whyo use social media

for professional purposes and how to interact and rehdhrough digital
technologies by learning how to usee@mmunication tools (Facebook, LinkedIn,
Viber/WhatsApp, Twitter, Skype) for professml purposesBesides thesethis
module willencourage the learneto get engaged in citizenship through digital
technologies and understand how much social media interaction is appropriate for
professional growth, and the importance of collaboratingrotigh digital

technologies.
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2.1 Topic: Netiquette

Introduction

This topic will engage the learner in discovering the e
benefits of digital communication for efficiency of the

jobs market and understand the major concerns about digital communication. Netiquette is a
combination of the words dmetworkband @tiquetted and is defined as a set of rules for acceptable
online behaviour. Through this topic, the learner will understand the rules of etiquette that apply
when communicating over the Internet or social networks; and will learn new media literacy to
improve their communication skills as an e-worker (Video conferencing, Telephone calls, Instant

messaging, Email).

"Netiquette" refers to Internet etiquette, the use of good manners in online communication such
as e-mail, forums, blogs, and social networking sites. It is important to use netiquette because
online communication is non-verbal, t hat i s people do nobodysee ea
language, or hear their voices. That is why netiquette uses emoticons to explain emotions.
Besides this, online communication should be very clear and concise to avoid
misunderstanding. Business online communications netiquette should ensure correct spelling,
grammar and punctuation. Following the rules of netiquette you will have good online

relationships with your partners as well as develop a positive online reputation.


https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwijhJjc-9beAhUOsKQKHdaCAUkQjRx6BAgBEAU&url=https://www.netiquette.lu/index_EN.html&psig=AOvVaw1cLidUxEOjF4s41d0MwpPQ&ust=1542390814601611

? digital
for jobs

2.1.1 Digital communication for jobs

The way we communicate in our daily livelsoth personally and professionatlyhas changedDigital
communication is a new way of communication, which has become moremmaord popular in our
world: nowadays we cannot imagine our life without digital communication; it connects us with each
other easily, effectively and fast for fre®igital communicationis the process of sharing ideas,
information, and messages with othersa particular time and place with the aid difjital devices such

as cell phones, computers and similar electronic devices.

Digital communication creates incredible opportunities in all areas and lies at the basis of any business;
people use digital comunication to connect with partners and clients all over the world. As a result,

communication is growing more digitally as never before.

Digital communication has become integral part of the way companies work regardless of time zones

and locations and helps companiesperatecoherentlyat a fast pace.

Digital communication is the best way to connect remote or dispersed teams across the world. It allows
people to express their ideas and attitudes precisielis one of the most important factorsontributing
to the success of their business relationsams can connect authenticaliyg they would inthe faceto-

face situationsby usingemoticons orsharingphotosand vide.

Digital communication allows companies to have access to a wide rangsafrces across borders,

language®r time zones.

On the other hand, igital communication differs from faem®-face communication and
misunderstanding can often occufhat is why your message should éeiculate and preciseyou
should be open to replasing it until it is clear to your interlocutodeveloping empathy skills can help

you manage such situations which may arise.

There are several different ways to communicate digitéynail is still the most prevalent form of
digital communication witlin companies Besidesadapting your communication style to your audience
you also have to adapt your communication style to the medjamails, phone calls, instant messaging,

video conferencing etcyou use.
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Digital communication connects people witifferent cultural backgrounds; when working in a virtual
team people have to adjust to new cultures and business practices. Adapting your communication style

to cultural valuesan help you get over differences and bridge gaps in understanding.

2.1.2 Major concerns about digital communication

Digital CommunicatiorConcernl: Lack of privacyand security

Ast  O1 27F LINA @Gl Oé Aa AYKSNBy(l e2dz aKz2dzZ R GNEB (2 LN
Thereforeyou should
1 Make your profile private.
I LILINBE @S Ll2aida @2dz2OQNB GF33SR Ay I FGSNI NSGASGAyY 3
Never give personal information fmeopleyou met online.
Review what information is public on your social media profiles.
bSOSNI) LI2ad a2YSaeKAy3d &2dzQf f NBINB
NeveropenemailsF A f Sa FNBY LIS2LIX S @2dz R2y Qi 1y260®

=A =/ =2 =4 =

If youwant to stay safe on the internegou should keep in mind some simple rules

Create strong, unique passwonrdéen registering an account

Sign up for accounts awafesites only.

Log out of site®nceyouQ difishedusing them.

Revise the privacy policy and terms of services. If you have doubts, do not sign up for an account
Create a separate email address for connecting only with your social media profile

52y 00 AKINB LISNE2YI { NouFageNdvyoul plade/of Hirth.1 S & 2 dzNJ 6 A N

=A =/ =4 =4 4 -4 =

Be aware that any information you post on social media will always stay available for the

company
91 Be careful with contact requests from strangers
1 52yQi aKFENB LINAGIGS AyF2NNIGA2Y f£A1S GNI @Sttt Ay
1 Revise youlist of contacts on a regular basis.

Your emails and picturesanget safe to their destinatioif youinstalla special encryjdn extension for

your browserand use messengers that automatically encrypt all correspondevdeatsApp,Facebook

7
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Messengewor Telegramdo thatwhereasGoogle Drive, Dropbox, OneDrive, and iClatelvulnerable to
hackers

If you have to us&Vi-Fi in a public space, &g Virtual Private Networlwhich willencrypt all traffic You
can alsoencrypt yourphones,USB stickby using the built-in function of the systemor your settings
(dzy’ R S NJ &) ReDainlek th dlvwiaysse andkeep your antivirus progranmes updated

To stay safe on the internet:

-avoidunsafewebsites.

-usea unique password for different websites, eilsaand social media accounts use password

managing software to help you keep track of them all.

Digital CommunicatiorConcern2: How reliablgdsafe are the sites | visit

What are the criteria used to evaluate the reliability of sites? Considefolteeving questionsnd think
Go6A0OS 0ST2NB e2dz dzaS GKS &AAGS AF @2dz2NJ I yasSNAB | NB

1. Who created the site¥ho is the author of the site etd®hat is hiexpertise”Do we haveany
significant information about the person or institution available on thterinet? Does the site
have an ABOUT section?

Is there a link back to the institutional or organisational home page?

Is the site weldesigned, wellvritten and grammatically correct®/hat about spelling?

Is there any bibliography&re thereanyreferenceslinksto other qualitysources?

Is the information given accurate, documented or wekearched?

Is the information current? Can you check when it was published?

N o g~ DN

Is there a contact sectiowhere the email address matches the domain?

Digital CommunicatiorConcern3: Keeping the right balance between on and off time

We live in an era characterised by a range of ways and forms of communications (email, Twitter,
LinkedIn, Messenger, internal workplace networks). In addition, world has become a global village
whose workforce is globally distributed workirag different tA YSa OF £ S&a® t S2LJX S | NB
communicate most of their time and find it hard to switch off, which is very stressful. Keeping the right

balance between on and off time is essential.
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Digital Communication Concern 4: Managing the online workload

Giventhe huge amount of emails, messages or tweets, some of which are important to the company, it
seems almost impossible to take some time off from the constant interaction. However, managing this is
an art which smart companies know too well. Managing tinin@ workload, focusing on what really

matters or delegating tasks, comes as the next important challenge to take into account.
Digital Communication Concert Managing the company and personal communication

The way you communicate must always be polite and appropriate. Whenever you post something online
1SSLI AY YAYR (KFG @2dz2NJ L2 ad ¢ sl bk happ§if my BoSemyS F 2 NB JS N,

motherseesii K A & K ¢
Digital Communication Concerst Clarity of thelexicon of the digital economy

It is known that few people understand the lexicon of the digital economy. Therefore be clear and

explicit whenever you use abbreviations; define what you mean and be precise.
Digital Communication Concert Changes affecting Digital Communication

Digital Communication is affected by changes. You and your team h&eepaup with the new

developments of Facebook or Instagram for instance.
Digital Communication Concern CZommunicating is difficult

Communiating is difficult. Experience, age or cont@Xtuenceperspective, and the language you use
must be well understoode relevant to young people and the elderly as wediclear and reformulate

your message until you get it acrassyour interlocutors
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2.1.3 Rules of etiquette when communicating online

(0p))

CKS g2NR ySUAldzsSSai Aa I O2YoAylGA2y 2F QySiQ oFN
dza SNEQ OASé6a YR RAALIX F@Ay3d 02YY2y O2dNpsSae oKSy

Rules

1. Treatthe otherswith respect; it is OK to disagréet never use language that you may regret
later. Respond to others in a positive way and avoid being judgemental (never yell, call them
namesor threaten).

2. Do not bombard people witlyour posts

3. Write clearly andoncisely5 2 y Qi dza S &f I y 3

4. Keep in mind thayour posts are publiand can be read bghildren, your parents, or your
employer.

5. {GA01 G2 GKS G2LAOY R2yQi!L2ald lo02dzi FlFraKAz2y A

6. Pay attention to copy rights! Never copy paste material to which you do not own the rights.

7. Always read the information abotie rules of good behaviowand the terms and conditions
governing any site

8. Read the=AQ (frequently asked questions) sectidrihe site before asking questions as you
may discover your answer among them

9. It's always wise to see tharevious messages people posted before participating in the
discussionThis way you may find out about their topics of interests, strands ofislison and
other details you can develop.

10. Theseground rules apply to everyone

10
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2.1.4 How to improve your skills using communication tools

Regular usage dhe Internetcanhelp youdevelopcertainskills attitudes, behaviars and values such
ascommunication responsibility, motivation, honesthalance, efficiency, cooperatioand

involvement.

In businesscommunication is an extremely important component of succ€ssnmunication is a
valuable part of building relationships and friendshipgoli want to improve your communication

skills:

Usesocial media.Social mediaffers excellenopportunities for effective communication in the digital
world, andhas become a popular way of forgirgationships on the internet. The most effective social
media platforms for professional communication are Facebook, Twitter, and LinkedIn. Facéieosla

complete social experiendacludingphotos, videos, messaging, and virtual groups. Tweterourages

ONAST O2yJSNBEIGA2Y & ARRYE S RLFYhER 506 dmme RebtéanddednhettS 4 a

people working in your field of interest

Usetexting. SMS text messaging can bsed forsending short messagedthough in the business world
texting is nottoo often appropriatelnstant messaging i®nline chat that offers real time text
transmission over the internehdvanced features can eveffer the usersservices such as video chats,
sendng filesetc¢ g2 2F (2RI &Qa Y NEasAphIlloetby Ratebobll NMéesséndelb

They allowpeoge to have a realime conversation across the internet.

Phone callsare still important. Speaking on the phone now and then increases tfiecéveness of
digital communication and ensurea healthy balance between digital communication and real
communi@tion. There are free internet phone programmes which allow yountake free phonesuch

as:

PC to phongorogranmes enablea free call from your computer to a real telephone number.
App to phonesoftwareenablefree internet calls from a mobile device to a real number.

PC to Pnternet callingenablesa free phone call to another computer.

=A =2 =4 =4

App to appserviceause onlysmartphonesor tablets

11
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1 WecChatis a great mobile app with lots of featuresabling you tanake free
phone calls send messages or share photos and videms conditionthe Q

recipients have the app installed.

@ :.z. ® WhatsApp is owned by Facebookhich helps youget fast, simple, secure
g e

0 messaging and calling for frég using only your internet connection

WhatsApé
e

or receive text messages.

Google Duds a freeaudioand videocalling app from Googleut you car $end

Viber is another applicatioron PCs, Macs, all mobile phones and tahl
which once installechutomatically recognise contacts in your phoneboo
that havethe appand list them within the app. Connect. Freely.”
Web conferencings a live and visual connection enabling commuti@abetween two or more people
residing in different locationsAll you need is a laptop, a video conferencing sevice and a screen (for
more than two people).

In order to have quality transmission of video images and-fighlity audio you have to avoidusy
backgroundssuch as people talking anoving around The quality of youwideo presentationsis
important so avoid as much as possildeturing to your audiencer reading your slidednvolve your
audience in your discourse by asking them questidhgre are also some rules you need to consider

-be on time, punctual.

-be considerate

-use thevirtual face timeefficiently by involving your audience (invite them to ask questions)

ClickMeeting.comenables you tdold effective business meetings regardles€ ¢ dzNJ LJphydicgl S NBE Q

location. By using it you can have easgcessto all its features: document and screen sharing,

whiteboard, polls and surveysalso enables chat (Q&A), simténeous translation, or private discussion

12
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with participantsYou can alsoecord your webinars for future reference and to follow up with your

attendees.

Skype is asynchronous means of communicatidrelping to develop your

professional andgpersonalrelationships it facilitates real life audio and videc ~-':1'fp T

communication, enriching it withphotos, messages, emoticons and sticke
sharing. You can use&our voice, read body language and show expressio

reattime (https://www.skype.com/en).

Forumsrepresent an asynchronous means of communication facilitating the transmission of information
among participants. It is a place on the intermdtere contributors leave messages particular topics
with other peoplevith similar interest from all over the worldForumsmay have several forms including

blogs, business networks, microblogs, photo/video sharing, products reviews, etc.

English language Forufocuses on current language and practical usage

Powered by {8} OXFORD

English
@ Oxford Living Dictionaries e T el i il Q

Email rules to consider:

Make your witing clear, concise andocused on actions/measures to
take.

Never omit filling in the subjecot! Make it short ando the point (6
8 words at mostsummarizing the content of your emaé@mails
without a subjecimay bedeleted without being read

Be direct and start with concise greetings and the reason for your writing.

Use a formal tone.

Use attachments; never make references to attachments from previous emails.
Proofread your emafluse thespell check optiomnda grammar checkér

Depending orthe context and relationship with the perspyou mayuse formal openings and closings.
Whenwriting your email pu may or may not address a person by name.

13
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U Examples of greetings/openings are:
Good afternoon,
Greetings,
Dear Dr. Smith,
Mrs. Campbell,
Dear John,
U End the email with a closingxamples of endings:
| look forward to your respon&eply; | hope to hear from you soon

U Sign your name. Be sure thiie formality of your response matches the details of the email.
Examples o$ignature options:

Dr. Anna Johnsofmost formal)
Dr.Johnsor{slightly less formal)
Anna Johnso(somewhatinformal)
Anna(informal)

U Your signatureshould be accompanied by your addregsur phone number, fax number, or
website.

14
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2.2 Use social media/tools for professional purposes

Introduction
Social media now complements many parts of our livearrieg how to use ‘€ommunication tools

(Facebook, LinkedIn, Viber/WhatsApp, Twitter, Skype) and many other social networking sites allow
users to share and interact with online content and to connect with people, making it a powerful tool to
use in a praéssional context. This topic will support the learner to understand why to use social media
for professional purposes and the roles of sharing resources and lookingfdomation using social

media.

2.2.1 The value and use of social media as communication tool

Social media hilds and fosters new relationships

Social mediacreates relationships and connegisople
or businessesll over the worldiocally,nationally and

internationally.

Thus, scial media can help you to build relationships witkersorkey influential people in youiield,

who you may not otherwise meetln this respect Twitter (https://twitter.com/) and LinkedIn

(https://www.linkedin.com/) are useful platforms foupdating your knowledge or virtually meeting
people in yourfield; it goes without saying that this has greatly simplified the way people connect
nowadays

Share Your SkillsYou canshare your experiencand abilitiesonline. LinkedIncan even allow you

upload yourportfolio.

Social mediadevelops knowledge Social media platforms, especially TwittEacebookInstagramand
LinkedInare reliablesources for news experiencegnd eventswhich are active onlinefou canconnect
with other contributors in your fieldand gain informationin addition, yu can benefit from articles and
blogs where experts share their opinions and experieraebookand LinkedIn havenany groups

focused on certain topics and interests, whigbu can join to shareget ideasor contribute Social

15
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media gets you in touch with people all over the world which enables you to get insights into an issue
from several perspectives. This not only broadgasr horizon but also makes you more opamded

and flexibleto learning new things.

Social media helps you with youoatinuous professional development
Twitter, Facebookinstagramand Linkedlrcan help you with your professional developmentdegpng
updated on professional courses, seminars, and confererdegou have to do is join a group, or sign

up for notifications and you will be in the know.

Social media helps yofind a jobTwitter, Facebookinstagramand LinkedIrtan help you enrich your
social networking; this can be really helpful when you are looking for a job; the more people you know
the more chances you have to get the job you want. There are plenty of job search websiéis youin

find a job.

Linkedin. Your Linkedin profile is your online personal brand. On many online job applications,

employers will leave a blank section for you to copy your Linkedin WRat you
Linked [}

have to do is create your LinkedIn account and profileen activate the JOB

section, upload your CV and fill in the questionnaire on career interes

(https://www.linkedin.com/jobs/careefinterests/)

Then click on Go to jobs.After that you can go through each of the job

descriptionghttps://www.linkedin.com/jobs).

Indeed is available in over 60 countries and 28 languages. The site ¢dters

/‘\
listings from thousands of websites, CV posting and storage. Since 2011, Ir indeed

one search. all jobs.

has enabled visitors to apply directly to jobs on its Eh&ps://www.indeed.com.

Monster is another site, where you can create your profile and upload your CV. It enables you to search

for jobs, by being a reliable source of jobs, career opportunities and find hiring and recruiting advice

from experts(https://www.monster.con.

If you are confused about which job to choose from your findings it is advisable to make a list of jobs and
GKSANI O2NNBALRYRAYy3a O2YLIF yASay ftAad GKS 220a Ay
website in the seconaolumn. Start going through their websites and research about the company

where you would like to work. This way you will be convincing if you get an interview with the

16
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respective company. You can search for similar companies by typing in the Google Isaarch
Companies like Enable.

) Why Blockchain Wil Enable a Virtual Reality Renaissance - Medium

7 Ways Blockchain Wi Enable Entrepreneurs in 2018 | Inc.com

Then you have to promote your skills and expertise so that you will have a successful application.
b2¢l RIFreas y20 FAYRAYy3I a2YS2yS | OGAQBS 2yftAyS NI AAS
skillsYou can usdé.inkedIn, Facebook or Twitter to promoy@urself by creating a profilevhich you

have to update regularlyBefore using Facebook for that purpose, make sure it does not hurt your

image. Therefore delete or untag yourself from any questionable posts treic Use Facebook for job

searching only if your page is clean and make sure you post appropriate content

17
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2.2.2 How to share content online

Content Sharingis based on distributingvebpage and blogontent across social mediéFacebook,

Twitter, Linkedh) with the intent of building engagement and referral traffic.

Here aresomeplaceswhereyou can share your materiais

r‘ o
Redditis a social news website and forum; its content is socially promotec [ ] reddlt
site members through voting. The site name iglay on the words "l read it." a

LinkedIn ArticlesyoucarOK2 2 a S (2 & dzo a Od¢dthat $ou [ i Gaz
will get a notification every timéhere issomething new Llnked m

Linkedin GroupgK S O1 ( KS 3 M&falelsb@ring yloi#r Eohteédit S &

Dzone (https://dzone.com/pages/about serves tebnology professional DZon e

with the knowledge, tools, and strategies they needtold the future.

Twitter helps you shargour article, along with a great quote, in a few places on y

Twitter. twitter

Facebool Facebook Groupgoina fewgroupsfocused orcommon interests
become an active member of the group dgntributingto the group(answering
questionsandNB I RA y 3 2 (1) En8 Bl yolQr 2oyiténs v (

Pinterest AccountShared Pinterest Boar@weate your shared Pinterest board and

enableother people touploadtheir own content about a topic.

Instagram To drive content frominstagram, add a portioaf your content in the

hours, but allow you to share links more easily. (] I

YouTubeYou can use YouTube to promote your skills and competencies. *

can ecord a video discussing the key poiotyour content. u vou'l'uhe

caption and add the link to the content to your bimstagram Storieonly last 24

———
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2.2.3 How to look for information online

Using Search Engines Effectively

Google is probably the fasteshe most relevant, and the largest search engine. There is a big number
of search engines but none of them poses a threat to Google. Google tracks an unimaginable amount of
information you can access if you know how to look fofl fterefore when you look faa certain piece

of information nmake sure you write the right words summarisiitg If you are interested in photos,

geography or news make sure you write the Google 'images’, 'maps' and 'news' features.

Experiment with different search engindding,Yahoq Ask.com Al the major search engines track your

searcles and canprovide you withdifferent results based on your search histoBingA & a A ONR &2 F i
challengeto Google in the area of searchASK is based on a question/answer format where most
guestions are answered by other userahoo! is a search engine, a news aggregator, a shoppingcent

an emailbox, a travel directory, a horoscope and games i&&nt

Other search engines such BaickDuckGand Startpage cannot track your searchbscausethey

immediately discard IP address@&hey donot keep a record of your searches either.
Most peopleprefer search engines displaying the following features

1. Relevant results
2. BEasyto read interface.

3. Helpful options to broaden or tighten a search.

If youdon't want Google to spy on yoprotect yourself
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2.2.4 E-communication tools (Facebook, LinkedIn, WhatsApp, Twitter,
Skype)

Twitter T It helps youollow peopleyouQ NB A y (. $aNBagoin S WitteAckfats to discuss ideas in

real time(synchronously).

Facebookis a good way to connect and communicate with your peers. Yowdtawfpages and profiles
of peoplesharing the same interest as yoYiou caralso jon Facebook groups to post questions, ask for

feedback, and respond to othesgnchronously and asynchronously
Instagramt You can followpeopleto get new ideas foyour activities
Pinterestt Pinterestcan provide you with lots dfesh ideas, resouss, and connections.

Blogst Blogsmayplay an important role iyour PLN You can start byeading blogs from a variety of

different people or writing your own blog.
YouTubés a powerful mediumYou can use its videos keep up to date with a varietyf topics.

Linkedint / 2YaARSNBR | GLINRFSAaA2yyolcan coth€h with a Ir§ell 6 2 NJ A

community of professional®r people sharing the same interests as youawo) inkedin.
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2.3 Personal branding online

Introduction
To have success on the job market and make efficient use of your digital skills, you must know how to

promote yourself online and learn the steps to how tobuild your personal brand on social media. This
module will support the learner to understand hawuch social media interaction is appropriate for
professional growth and how to become part of personal learning networks by building ymofike

and learningo interact with and participag in communities and networks.

2.3.1 Why to use social media and online communities to promote
yourself?

Social Media Groups Can Help You:

1. Createyourpersonal brand on social media.

This is not easy anaquiresa lot of timeand researchYou
should start from what you need to focus on when creatii
your personal brandThis should focus on what you represe| SSS=etas VI

and your main principles and interests so that when peo

read your posts they will know what to expect.

Motivate yourself

Becomeselfconfident

Check/developyour skill$ your knowledge
Define your goals andysh you to achievéhem
Get feedback

Hold you accountable

Getinspired, new ideas; exchange ideas

© 0 N o o b~ Db

Help others
10. Open up to new opportunities

11. Make friends
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hy OS @& 2 dzQ NBasdcial hié&dwa grEu@aé their rules. In order to benefit from all the abeve
mentioned advantages show that you are responsive and astiget involved irdiscussiongnd

participate in theconversations

2.3.2 How to promote yourself

1. Be personal and creative

Your profile has to represent you, therefore you should adjust your post according to your persdanality;

important that people remember yoypost somake it look or soundifferent.
2. Less is more

Post regularly two or three times a week or momthkeep your audiencel he best times are lunch
times and evenings. You can even schedule your posts in advance bBuiarghttps://buffer.com/)
and Tweetdeckhttps:// tweetdeck.con).Buffer publiskesposts automatically, according to the posting
schedulethe userputsin place.25 team membersnay be added tehe Buffer account and give
accessBYy usingfweetDeckyou canmanage multiplgwitter accountsandscheduletweets for posting

in the future.
3. Make your posts simple, clear and concise

52y Qi 02Y0lF NR @&2dzNJ I dzRA S yhashtags;}qiaiy shofld piiesail dvezf f 2 T LIA

guantity; use only what is hecessary and relevantour post.
4. Encourageriteraction

Invite audience to make comments gour contentand make sureyoureply. This way you show people

their comments matter as their feedback will help you improve your content.

5. Behonest
Be honest aties can damage a brand
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2.3.3 Growing your PLN (personal learning networks)

Apersonal learning networlPLN is a tool that uses social media to communicate, collaborateke
requestscollect andshare resourcewith peersonlineanywhere at any timeA PLN is personal: you
choose what tools to use, who to connect with, when and how you learn.

& « S

ocial Bookmarking
RSS feeds

= o'~

edublogs

Blogs

Gmail 4‘

by Google BETA
3

R —

Communication el ooy
=/
Googereaser | ta

Google Docs

- Google

Benefits of having a PLN

f You are in charge of your own professional developm¥at can explore your owinterests,
needs, and passions. PLN encouragesHility to learn Youcan choose th&vayyou connectt
the time you want Skypeyideos, podcasts, teixtg, blogging.Thereis a wide range of ways you
can use gur PLN

1 FHiendlychatsor deep digussiors, debates, and reflection.

{1 Brainstormabout a topic if you know little about an issaepromote your ideas iffou have
already done a lot of work.

f Gonnectwith others(exchange ideas etc.);

1 Hep othersdevelop their own PLiENd networks.
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Tips For Developing Relationships

1. Spend sore timein building your PLKL5 or 20 minutegper day).
2. Try and usdifferent forms of social mediar online toolsand then choose what is more
suitable for you.
3. Consolidate your relationshipsvhenever somebody connects show that you want to get to
know them byasking a question, thanking them etc.
Diversify. Try to connect with people from different backgrounds
Share your contentto get content from your peers. Share only things that you think are useful.

Ask for helpYou can ask your friends to introduce you to other people from their own network.

N o 0o &

Spread the wordLet other people know that you are developing y&WwN Maybe theycan
help you with their own network to extend yours or thdy 2 ykbiv anything about it and you

help them with it

2.3.4 Build your profile

Building Your Own PLN

ZLHO}{ to X

Professional
Leaens ing

B 4 N Newk
gues Cool ®= 1
_j é‘ s/:oL Dac kuo(4~t\‘°é57|v -ndu&éuor*k o l’_"’t‘K VESP.‘-.NG P
CRO

eNoue::uwc. WEEDING V

0‘ PLANT' NG Yhe CE Re the benefiys
’ DS Sfreaml.u Your %MI\L’_,_ e
Cultivate your PLIV — RE-GENE KATlNG-
Get stacted e - W Curate Yo +he cro
Pund resources HARVE ;T”UC-

et
bwli-n T PLN ‘Porf.c.f.d'e ad‘-vd’-, e Use lm-.sk‘l-s_gs #, neul
on social media G communities, JJ

P’Cﬁﬂﬂf nes [deas +he seeds ond

'Cr‘cal."’l accounts with your PIN facebook r.ups etc. §stra o RE - SCATTERING
on secial media ‘Nu/?:rt {J‘Zvol +o shean ‘g iy-
B Stact explorin L_.’ relatisnships social mc.J.-a. ar.+ vi Share your knswledae
'(ollauo:’ people and W GoLDEN RULE: * oo MOT engage withi i ¥h Y s PLIN
loskin a:l’ -l\-\c..r resenrces Gira as much as yo take online ¥ rotls aroverl == e
F;m\ don't+ B Make Suce > Faank neja'hvc Poopie whi B Shace your comted
vclj peepla § give credit thiive on creating resofacces

® Stat a ble

&'\COM"‘
collzvucs*‘g¢ iin S!VI
{-o Start bhe c_,dz aja..n

discord ance
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Creating a goo®LNis important you can do it ifb simple steps

Uploada simple photo. A photo willadd a human concrete touch to your profilour visitors will get a

sense of who you are.

Make your backgroundvisible. Choose something that represents y&uz y Q (i that RoiEtihés a

picture is worth a thousand words.

Sellyourself with style. Introduce yourself to your visitors: create a profile that really represents you:
likes and preferences or skills and competencies you acquired formally or informally. Bead ithat
people who will read your profileill need to know who they will be talking to so don't be shy about
writing about your personal interests and hobbies. Use a conversational tone: write as if you were
FyagSNAYy3a d2YS02ReQa l[jdSairzyaod

52y Qi toedtkaBggimar and spellinguse the inbuilt option) as these may ruin your profile!

Put your contact detailsphone numbe andemail addres.

You
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