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Communication & Collaboration: Main Objective
Main objective: This module provides information on different aspects of digital
communication, such as sharing resources through online tools, linking with other
online users, collaborating through digital tools, interacting with and participating
in communities and networks etc.
General Description: This module will enable the learner to understand the major
concerns about digital communication and discover the online rules of
communication (netiquette), by managing digital identity. This module will
provide the learner with information so as to understand why to use social media
for professional purposes and how to interact and share through digital
technologies by learning how to use e-communication tools (Facebook, LinkedIn,
Viber/WhatsApp, Twitter, Skype) for professional purposes. Besides these, this
module will encourage the learner to get engaged in citizenship through digital
technologies and understand how much social media interaction is appropriate for
professional growth, and the importance of collaborating through digital
technologies.
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2.1 Topic: Netiquette
Introduction
This topic will engage the learner in discovering the
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 ‘network’ and ‘etiquette’, 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, that is people do not see each other’s faces, body
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.
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2.1.1 Digital communication for jobs
The way we communicate in our daily lives—both personally and professionally—has changed. Digital
communication is a new way of communication, which has become more and more popular in our
world: nowadays we cannot imagine our life without digital communication; it connects us with each
other easily, effectively and fast for free. Digital communication is the process of sharing ideas,
information, and messages with others in a particular time and place with the aid of digital 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 communication 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 it helps companies operate coherently at 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 precisely; it is one of the most important factors contributing
to the success of their business relations. Teams can connect authentically as they would in the face-toface situations, by using emoticons or sharing photos and videos.
Digital communication allows companies to have access to a wide range of resources across borders,
languages or time zones.
On the other hand, digital communication differs from face-to-face communication and
misunderstanding can often occur. That is why your message should be articulate and precise; you
should be open to rephrasing it until it is clear to your interlocutor; developing empathy skills can help
you manage such situations which may arise.
There are several different ways to communicate digitally. E-mail is still the most prevalent form of
digital communication within companies. Besides adapting your communication style to your audience
you also have to adapt your communication style to the medium (emails, phone calls, instant messaging,
video conferencing etc.) you use.
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Digital communication connects people with different cultural backgrounds; when working in a virtual
team people have to adjust to new cultures and business practices. Adapting your communication style
to cultural values can help you get over differences and bridge gaps in understanding.

2.1.2 Major concerns about digital communication
Digital Communication Concern 1: Lack of privacy and security
As lack of privacy is inherent you should try to protect both your own and your company’s privacy.
Therefore you should:


Make your profile private.



Approve posts you’re tagged in after reviewing them.



Never give personal information to people you met online.



Review what information is public on your social media profiles.



Never post something you’ll regret later.



Never open emails/ files from people you don’t know.

If you want to stay safe on the internet you should keep in mind some simple rules :


Create strong, unique passwords when registering an account



Sign up for accounts on safe sites only.



Log out of sites once you’ve finished using 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



Don’t share personal information like your birthday, your age or your place of birth.



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



Be careful with contact requests from strangers



Don’t share private information like travelling or holiday plans.



Revise your list of contacts on a regular basis.

Your emails and pictures can get safe to their destination if you install a special encryption extension for
your browser and use messengers that automatically encrypt all correspondence. WhatsApp, Facebook
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Messenger or Telegram do that whereas Google Drive, Dropbox, OneDrive, and iCloud are vulnerable to
hackers.
If you have to use Wi-Fi in a public space, use a Virtual Private Network which will encrypt all traffic. You
can also encrypt your phones, USB sticks by using the built-in function of the system or your settings
(under “Security”). Remember to always use and keep your anti-virus programmes updated.
To stay safe on the internet:
-avoid unsafe websites.
-use a unique password for different websites, emails, and social media accounts or use password
managing software to help you keep track of them all.

Digital Communication Concern 2: How reliable/safe are the sites I visit
What are the criteria used to evaluate the reliability of sites? Consider the following questions and think
twice before you use the site if your answers are ‘no’.
1. Who created the site? Who is the author of the site etc? What is his expertise? Do we have any
significant information about the person or institution available on the internet? Does the site
have an ABOUT section?
2. Is there a link back to the institutional or organisational home page?
3. Is the site well-designed, well-written and grammatically correct? What about spelling?
4. Is there any bibliography? Are there any references/links to other qualitysources?
5. Is the information given accurate, documented or well-researched?
6. Is the information current? Can you check when it was published?
7. Is there a contact section where the email address matches the domain?
Digital Communication Concern 3: 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 working at different timescales. People are ‘on’ ready to
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
Given the 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 the online workload, focusing on what really
matters or delegating tasks, comes as the next important challenge to take into account.
Digital Communication Concern 4: Managing the company and personal communication
The way you communicate must always be polite and appropriate. Whenever you post something online
keep in mind that your post will be there forever. Always ask: “Would I still be happy if my boss/my
mother sees this?”
Digital Communication Concern 5: Clarity of the lexicon 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 Concern 6: Changes affecting Digital Communication
Digital Communication is affected by changes. You and your team have to keep up with the new
developments of Facebook or Instagram for instance.
Digital Communication Concern 7: Communicating is difficult
Communicating is difficult. Experience, age or context influence perspective, and the language you use
must be well understood. Be relevant to young people and the elderly as well. Be clear and reformulate
your message until you get it across to your interlocutors.
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2.1.3 Rules of etiquette when communicating online
The word netiquette is a combination of ’net’ (from internet) and ’etiquette’. It means respecting other
users’ views and displaying common courtesy when posting your views to online discussion groups.
Rules
1. Treat the others with respect; it is OK to disagree but never use language that you may regret
later. Respond to others in a positive way and avoid being judgemental (never yell, call them
names or threaten).
2. Do not bombard people with your posts.
3. Write clearly and concisely. Don’t use slang.
4. Keep in mind that your posts are public and can be read by children, your parents, or your
employer.
5. Stick to the topic: don’t post about fashion in a cooking forum!
6. Pay attention to copy rights! Never copy paste material to which you do not own the rights.
7. Always read the information about the rules of good behaviour and the terms and conditions
governing any site.
8. Read the FAQ (frequently asked questions) section of the site before asking questions as you
may discover your answer among them.
9. It's always wise to see the previous messages people posted before participating in the
discussion. This way you may find out about their topics of interests, strands of discussion and
other details you can develop.
10. These ground rules apply to everyone.
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2.1.4 How to improve your skills using communication tools
Regular usage of the Internet can help you develop certain skills, attitudes, behaviours and values such
as communication, responsibility, motivation, honesty, balance, efficiency, cooperation, and
involvement.
In business, communication is an extremely important component of success. Communication is a
valuable part of building relationships and friendships. If you want to improve your communication
skills:
Use social media. Social media offers excellent opportunities for effective communication in the digital
world, and has become a popular way of forging relationships on the internet. The most effective social
media platforms for professional communication are Facebook, Twitter, and LinkedIn. Facebook offers a
complete social experience including photos, videos, messaging, and virtual groups. Twitter encourages
brief conversations. LinkedIn is the “business version” of Facebook where you can meet and connect
people working in your field of interest.
Use texting. SMS text messaging can be used for sending short messages although in the business world
texting is nottoo often appropriate.Instant messaging is online chat that offers real time text
transmission over the internet; advanced features can even offer the users services such as video chats,
sending files etc. Two of today’s most popular apps are WhatsApp followed by Facebook Messenger.
They allow people to have a real-time conversation across the internet.
Phone calls are still important. Speaking on the phone now and then increases the effectiveness of
digital communication and ensures a healthy balance between digital communication and real
communication. There are free internet phone programmes which allow you to make free phone such
as:


PC to phone programmes enable a free call from your computer to a real telephone number.



App to phone software enable free internet calls from a mobile device to a real number.



PC to PC internet calling enables a free phone call to another computer.



App to app services use only smartphones or tablets.
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WeChat is a great mobile app with lots of features enabling you to make free
phone calls, send messages or share photos and videos, on condition the
recipients have the app installed.

WhatsApp is owned by Facebook which helps you get fast, simple, secure
messaging and calling for free by using only your internet connection.
Google Duo is a free audio and video calling app from Google but you can’t send
or receive text messages.
Viber is another application on PCs, Macs, all mobile phones and tablets,
which once installed automatically recognise contacts in your phonebook
that have the app and list them within the app.
Web conferencing is a live and visual connection enabling communication between two or more people
residing in different locations. All 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 high-quality audio you have to avoid busy
backgrounds such as people talking or moving around. The quality of your video presentations is
important so avoid as much as possible lecturing to your audience or reading your slides. Involve your
audience in your discourse by asking them questions. There are also some rules you need to consider:
-be on time, punctual.
-be considerate
-use the virtual face time efficiently by involving your audience (invite them to ask questions).

ClickMeeting.com enables you to hold effective business meetings regardless of your partners’ physical
location. By using it you can have easy access to all its features: document and screen sharing,
whiteboard, polls and surveys.It also enables chat (Q&A), simultaneous translation, or private discussion
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with participants.You can also record your webinars for future reference and to follow up with your
attendees.
Skype is asynchronous means of communication helping to develop your
professional and personal relationships; it facilitates real life audio and video
communication, enriching it with photos, messages, emoticons and stickers
sharing. You can use your voice, read body language and show expressionin
real-time (https://www.skype.com/en/).
Forums represent an asynchronous means of communication facilitating the transmission of information
among participants. It is a place on the internet where contributors leave messages on particular topics
with other peoplewith similar interest from all over the world. Forums may have several forms including
blogs, business networks, microblogs, photo/video sharing, products reviews, etc.

English language Forum focuses on current language and practical usage.

Email, rules to consider:
Make your writing clear, concise and focused on actions/measures to
take.
Never omit filling in the subject slot! Make it short and to the point (68 words at most) summarizing the content of your email; emails
without a subject may be deleted 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 email (use the spell check option and a grammar checker).
Depending on the context and relationship with the person, you may use formal openings and closings.
When writing your email you may or may not address a person by name.
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 Examples of greetings/openings are:
Good afternoon,
Greetings,
Dear Dr. Smith,
Mrs. Campbell,
Dear John,
 End the email with a closing. Examples of endings:
I look forward to your response/reply; I hope to hear from you soon.
 Sign your name. Be sure that the formality of your response matches the details of the email.
Examples of signature options:
Dr. Anna Johnson (most formal)
Dr. Johnson (slightly less formal)
Anna Johnson (somewhat informal)
Anna (informal)
 Your signature should be accompanied by your address, your phone number, fax number, or
website.
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2.2 Use social media/tools for professional purposes
Introduction
Social media now complements many parts of our lives. Learning how to use e-communication 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 professional context. This topic will support the learner to understand why to use social media
for professional purposes and the roles of sharing resources and looking for information using social
media.

2.2.1 The value and use of social media as communication tool
Social media builds and fosters new relationships

Social media creates relationships and connects people
or businesses all over the world: locally, nationally and
internationally.
Thus, social media can help you to build relationships with peers orkey influential people in your field,
who you may not otherwise meet. In this respect Twitter (https://twitter.com/) and LinkedIn
(https://www.linkedin.com/) are useful platforms for updating your knowledge or virtually meeting
people in your field; it goes without saying that this has greatly simplified the way people connect
nowadays.
Share Your Skills. You can share your experience and abilities online. LinkedIn can even allow you
upload your portfolio.
Social media develops knowledge. Social media platforms, especially Twitter, Facebook, Instagram and
LinkedIn are reliable sources for news, experiences and events, which are active online. You can connect
with other contributors in your field and gain information. In addition, you can benefit from articles and
blogs where experts share their opinions and experiences.Facebook and LinkedIn have many groups
focused on certain topics and interests, which you can join to share, get ideas or contribute. Social
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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 broadens your horizon but also makes you more open-minded
and flexible to learning new things.
Social media helps you with your continuous professional development
Twitter, Facebook, Instagram and LinkedIn can help you with your professional development by keeping
updated on professional courses, seminars, and conferences. All you have to do is join a group, or sign
up for notifications and you will be in the know.
Social media helps you find a job Twitter, Facebook, Instagram and LinkedIn can 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 websites to help you
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 URL. What you
have to do is create your LinkedIn account and profile. Then activate the JOB
section, upload your CV and fill in the questionnaire on career interests
(https://www.linkedin.com/jobs/career-interests/)
Then click on Go to jobs.

After that you can go through each of the job

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

Indeed is available in over 60 countries and 28 languages. The site offers job
listings from thousands of websites, CV posting and storage. Since 2011, Indeed
has enabled visitors to apply directly to jobs on its site ( https://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.com).

If you are confused about which job to choose from your findings it is advisable to make a list of jobs and
their corresponding companies: list the jobs in one column and add a direct link to the company’s
website in the second column. 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
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respective company. You can search for similar companies by typing in the Google search bar:
Companies like Enable.

Then you have to promote your skills and expertise so that you will have a successful application.
Nowadays, not finding someone active online raises questions about that person’s social and computer
skills.You can use LinkedIn, Facebook or Twitter to promote yourself by creating a profile which you
have to update regularly. Before using Facebook for that purpose, make sure it does not hurt your
image. Therefore delete or untag yourself from any questionable posts or pictures. Use Facebook for job
searching only if your page is clean and make sure you post appropriate content.
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2.2.2 How to share content online
Content Sharing is based on distributing webpage and blog content across social media (Facebook,
Twitter, LinkedIn) with the intent of building engagement and referral traffic.
Here are some places where you can share your materials:
Reddit is a social news website and forum; its content is socially promoted by
site members through voting. The site name is a play on the words "I read it."
LinkedIn Articles You can choose to subscribe to users’ posts, so that you
will get a notification every time there is something new .
LinkedIn Groups Check the group’s policies before sharing your content.
Dzone (https://dzone.com/pages/about) serves technology professionals
with the knowledge, tools, and strategies they need to build the future.
Twitter helps you share your article, along with a great quote, in a few places on
Twitter.
Facebook/ Facebook Groups Join a few groups focused on common interests;
become an active member of the group by contributing to the group (answering
questions and reading others’ content) and sharing your content.

Pinterest Account/Shared Pinterest BoardsCreate your shared Pinterest board and
enable other people to upload their own content about a topic.
Instagram To drive content from Instagram, add a portion of your content in the
caption and add the link to the content to your bio. Instagram Stories only last 24
hours, but allow you to share links more easily.
YouTube You can use YouTube to promote your skills and competencies. You
can record a video discussing the key points of your content.
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2.2.3 How to look for information online
Using Search Engines Effectively
Google is probably the fastest, the 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 for it. Therefore when you look for a certain piece
of information make sure you write the right words summarising it. If you are interested in photos,
geography or news make sure you write the Google 'images', 'maps' and 'news' features.
Experiment with different search engines: Bing, Yahoo, Ask.com. All the major search engines track your
searches and canprovide you with different results based on your search history. Bing is Microsoft’s
challenge to Google in the area of search. ASK is based on a question/answer format where most
questions are answered by other users.Yahoo! is a search engine, a news aggregator, a shopping centre,
an email box, a travel directory, a horoscope and games centre.
Other search engines such as DuckDuckGo and Startpage cannot track your searches because they
immediately discard IP addresses. They do not keep a record of your searches either.
Most people prefer search engines displaying the following features:
1. Relevant results.
2. Easy to read interface.
3. Helpful options to broaden or tighten a search.
If you don't want Google to spy on you, protect yourself.
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2.2.4 E-communication tools (Facebook, LinkedIn, WhatsApp, Twitter,
Skype)
Twitter — It helps you follow people you’re interested in. You can join Twitter chats to discuss ideas in
real time (synchronously).
Facebook is a good way to connect and communicate with your peers. You can follow pages and profiles
of people sharing the same interest as you. You can also join Facebook groups to post questions, ask for
feedback, and respond to others synchronously and asynchronously.
Instagram — You can follow people to get new ideas for your activities.
Pinterest — Pinterest can provide you with lots of fresh ideas, resources, and connections.
Blogs — Blogs may play an important role in your PLN. You can start by reading blogs from a variety of
different people or writing your own blog.
YouTube is a powerful medium. You can use its videos to keep up to date with a variety of topics.
LinkedIn — Considered a “professional” social networking platform, you can connect with a large
community of professionals (or people sharing the same interests as you do) on LinkedIn.
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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 as to how to build your personal brand on social media. This
module will support the learner to understand how much social media interaction is appropriate for
professional growth and how to become part of personal learning networks by building your e-profile
and learning to interact with and participate 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. Create your personal brand on social media.
This is not easy and requires a lot of time and research. You
should start from what you need to focus on when creating
your personal brand. This should focus on what you represent
and your main principles and interests so that when people
read your posts they will know what to expect.
2. Motivate yourself.
3. Become self-confident
4. Check/develop your skills/ your knowledge
5. Define your goals and push you to achieve them
6. Get feedback
7. Hold you accountable
8. Get inspired, new ideas; exchange ideas
9. Help others
10. Open up to new opportunities
11. Make friends
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Once you’re a member of a social media group, read their rules. In order to benefit from all the abovementioned advantages show that you are responsive and active so get involved in discussions and
participate in the conversations.

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 personality; it
important that people remember your post so make it look or sound different.
2. Less is more
Post regularly two or three times a week or month to keep your audience. The best times are lunch
times and evenings. You can even schedule your posts in advance by using Buffer (https://buffer.com/)
and Tweetdeck (https://tweetdeck.com).Buffer publishes posts automatically, according to the posting
schedule the user puts in place. 25 team members may be added to the Buffer account and given
access. By using Tweet Deck you can manage multiple twitter accounts and schedule tweets for posting
in the future.
3. Make your posts simple, clear and concise
Don’t bombard your audience with posts full of pictures and hashtags; quality should prevail over
quantity; use only what is necessary and relevant to your post.
4. Encourage interaction
Invite audience to make comments on your content and make sure you reply. This way you show people
their comments matter as their feedback will help you improve your content.
5. Be honest
Be honest as lies can damage a brand.
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2.3.3 Growing your PLN (personal learning networks)
A personal learning network (PLN) is a tool that uses social media to communicate, collaborate, make
requests, collect and share resources with peers online anywhere at any time. A PLN is personal: you
choose what tools to use, who to connect with, when and how you learn.

Benefits of having a PLN:


You are in charge of your own professional development. You can explore your own interests,
needs, and passions. PLN encourages flexibility to learn. You can choose the way you connect at
the time you want: Skype, videos, podcasts, texting, blogging. There is a wide range of ways you
can use your PLN:



Friendly chats or deep discussions, debates, and reflection.



Brainstorm about a topic if you know little about an issue or promote your ideas if you have
already done a lot of work.



Connect with others (exchange ideas etc.);



Help others develop their own PLN and networks.
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Tips For Developing Relationships
1. Spend some time in building your PLN (15 or 20 minutes per day).
2. Try and use different forms of social media or online tools and then choose what is more
suitable for you.
3. Consolidate your relationships: whenever somebody connects show that you want to get to
know them by asking a question, thanking them etc.
4. Diversify. Try to connect with people from different backgrounds;
5. Share your content to get content from your peers. Share only things that you think are useful.
6. Ask for help.You can ask your friends to introduce you to other people from their own network.
7. Spread the word. Let other people know that you are developing your PLN. Maybe they can
help you with their own network to extend yours or they don’t know anything about it and you
help them with it!

2.3.4 Build your profile
Building Your Own PLN
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Creating a good PLN is important; you can do it in 5 simple steps:
Upload a simple photo. A photo will add a human concrete touch to your profile. Your visitors will get a
sense of who you are.
Make your background visible. Choose something that represents you. Don’t forget that sometimes a
picture is worth a thousand words.
Sell yourself 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. Bear in mind that
people who will read your profile will 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
answering somebody’s questions.
Don’t forget to edit for grammar and spelling (use the inbuilt option) as these may ruin your profile!
Put your contact details: phone number and email address.
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