
 

 
 

COMMUNICATION FOR SUCCESS 
Communicating effectively as key to succeed in 

labour market 
 

 
DECO PROJECT – Key competences for career designing in cooperation with labour 

market. 
ID: 2014-1-LT01-KA202-000633 

 
 

  
  
  
  
PPRROOGGRRAAMMMMEE::  EERRAASSMMUUSS++  
KKEEYY  AACCTTIIOONN  22::  CCOOOOPPEERRAATTIIOONN  FFOORR  IINNNNOOVVAATTIIOONN  AANNDD  TTHHEE  EEXXCCHHAANNGGEE  OOFF  GGOOOODD  PPRRAACCTTIICCEESS  
FFIIEELLDD::  SSTTRRAATTEEGGIICC  PPAARRTTNNEERRSSHHIIPPSS  FFOORR  VVOOCCAATTIIOONNAALL  EEDDUUCCAATTIIOONN  AANNDD  TTRRAAIINNIINNGG  
 

 
 



 

2  
INDEX 
 
INDEX ........................................................................................................ 2 

WHY THIS DOCUMENT? ...................................................................... 4 

COMMUNICATION IN THE WORKPLACE: KEY ASPECTS AND 
BENEFITS ................................................................................................. 5 

IMPORTANT ADVANTAGES OF PROPER WORKPLACE 
COMMUNICATION ...................................................................................... 6 

ORAL COMMUNICATION: INTERACTION FOR AN EFFECTIVE 
AND SUPPORTIVE WORKING ENVIRONMENT ............................... 6 

WRITTEN COMMUNICATION: THE IMPORTANCE OF A CLEAR 
AND UNAMBIGUOUS MESSAGE ............................................................ 7 

 
 
 

 
 
 
 
COMMUNICATION AND TECHNOLOGY: EFFECTS AND TOOLS
 ..................................................................................................................... 8 

TECHNOLOGIES FOR ORAL COMMUNICATION .............................. 9 

TECHNOLOGIES FOR WRITTEN COMMUNICATION ..................... 9 

PRACTICAL TIPS TO IMPROVE COMMUNICATION SKILLS 
AMONG STUDENTS .............................................................................10 

TIPS FOR SPEAKING AND LISTENING (ORAL 
COMMUNICATION): ................................................................................ 10 

TIPS FOR WRITING EFFECTIVELY (WRITING 
COMMUNICATION): ................................................................................ 11 



 

3 
 

 

 

 

  

   

  

 

 

 

 
Volume 1, June 2016 
 
This document is a product / Intellectual Output produced in the framework of the 
Erasmus+ Project "DECO– Key competences for career designing in cooperation with 
labour market"(ID: 2014-1-LT01-KA202-000633),  coordinated by the Public 
institution Panevėžys vocational education and training centre (Lithuania). 
 
This document was elaborated by Método Estudios Consultores S.L.U., partner of 
DECO Project, as a continuation of the Intellectual Output 1 “Guidelines for career 
coordinators at VET schools for key competences training with cooperation with 
employers”. 
 
More information about the project is available at: 
 

http://deco-erasmus.weebly.com/ 
 
Cite this document as follows:  
 
Método Estudios Consultores S.L.U. (2016): Communication for success. 
Communicating effectively as a key to succeed in labour market (Erasmus+ DECO 
PROJECT – Key competences for career designing in cooperation with labour market), 
available at http://deco-erasmus.weebly.com/ 

http://deco-erasmus.weebly.com/
http://deco-erasmus.weebly.com/


 

4 
 
WHY THIS DOCUMENT?  
 
This document aims to go deeper in one of the most important 
competences in today’s business world that students doing 
Vocational and Educational Training (hereinafter referred to 
as VET) must have when entering in the labour market and that 
have been identified as “key” by the employers according to 
DECO project Research Phase: Communication. 
 
Thus, first of all, the document explains some key aspects related 
to the importance of a proper communication in the 
workplace, addressing the issues related to both oral and 
written approaches and the impact of a good communication on 
workers satisfaction and therefore on business efficiency and 
productivity. 

 
 
 
 
 
Then, the document focuses on the effects caused by 
Information and Communication Technologies (IT) on 
communication and how some technologies can contribute to 
the improvement of both oral and written communication on 
VET students. 
 
Finally, the document proposes for VET teachers a list of 
practical tips / recommendations in oral and written 
communication so that they can implement them in their 
classes and contribute to the acquisition of such competences 
among their students. 
 
 

Communication - the human connection - is the 
key to personal and career success. 

Paul J. Meyer 
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COMMUNICATION IN THE 
WORKPLACE: KEY ASPECTS 
AND BENEFITS 
 
Effective verbal and nonverbal communication skills are highly 
valuable in the workplace and successful companies are making big 

efforts in order to train employees on how to communicate 
effectively.   
 
Good communication skills go beyond conversations, but 
employees must also know how to communicate well in written 
formats such as reports or emails. 
 

 
Thus, workplace communication is very important to companies 
because it allows companies to be productive and operate 
effectively. Employees can experience an increase in morale, 
productivity and commitment if they are able to communicate 
up and down the communication chain in an organization. 
 

 
 
The bigger the efforts in VET schools regarding the acquisition 
of oral and written communication competences by students, 
the bigger the chances such students will have when entering 
the labour market. 
 

Workplace communication is the transmitting of information 
between one person or group and another person or group in 
an organization. It can include, in addition to conversation, 
emails, text messages, voicemails, notes, etc.  
.  

“How well we communicate is determined not by how 
well we say things but how well we are understood.” 
Andrew Grove 
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IMPORTANT ADVANTAGES OF PROPER WORKPLACE 
COMMUNICATION 

 
1. Improvement in worker productivity.  
 
Effective lateral and work group communication leads to an 
improvement in the overall company performance. 
 
2. Increase in employee job satisfaction. 
 
When employees see that bosses or managers listen to them and 
respond their questions, there is an increase in employee job 
satisfaction (bottom-up communication). At the same time, 
employees are also happy if there is intense up-down 
communication, which is information flowing down from 
superiors or managers to direct reports. 
 
3. Positive effect against absenteeism and turnover rates. 
 
If employees receive truthful and updated information from 
superiors, they feel secure. They also want to have the ability to 
share ideas, thoughts and concerns within the company, 
feeling as a part of the company, which will lead to an increase in 
the commitment of the employees with the company and 
therefore to greater productivity. 

 

 
 

ORAL COMMUNICATION: INTERACTION FOR AN 
EFFECTIVE AND SUPPORTIVE WORKING 
ENVIRONMENT 

 
Nowadays labour market, especially considering the informal 
workplace atmosphere in many sectors as a result of the need 
for flexibility and versatility, requires employees with good 
interpersonal oral communication skills able to follow oral 
directions, respond to requirements and propose ideas, with 
skills in empathy and feedback techniques, ability to get 
information or even own simple conversational skills in order to 
create a proper and supportive work environment. 
 
VET students must be able to listen and understand the message 
received in the proper way, as well as speak with enough 
clarity and conciseness their ideas in order to get the message 
across, without confusion and conflict, and achieve a good 
communication flow with colleagues, superiors, clients and 
providers that will lead to business efficiency and success.  
 

 
 
 

In order to ensure a successful communication it is important 
to know the audience that will receive the message and 
therefore plan what to say, how to say it and also seek 
feedback on how the message has been received.  

http://study.com/academy/lesson/worker-productivity-definition-statistics-quiz.html
http://study.com/academy/lesson/downward-communication-definition-advantages-disadvantages.html
http://study.com/academy/lesson/downward-communication-definition-advantages-disadvantages.html
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WRITTEN COMMUNICATION: THE IMPORTANCE OF A 
CLEAR AND UNAMBIGUOUS MESSAGE 

 
Good communication skills are frequently at the top of the list 
of what employers look for in vocational training graduates. 
Thus, business transactions and daily activity and work 
routines involve written communication of some kind, from the 
filling of simple work orders, to the preparation of complex 
reports for superiors, formal e-mails and so on. 
 
Good writing skills permit to communicate the message with 
clarity and ease to a far larger audience than through face-to-
face or telephone conversations. 
 
 
 
 
 

 
 
 
VET students need to write effectively to communicate with 
their peers and lecturers, and then, once inside the labour 
market, with professional colleagues, superiors and 
employers.  
 

 
 

Written communication in the workplace must provide a 
clear and unambiguous message to the reader and 
produce goodwill in that reader, and for such reasons the 
writer must write clearly, coherently, concisely, correctly, 
with courtesy and confidence. 
 

“Good writing does not succeed or fail on the strength of its ability to 
persuade. It succeeds or fails on the strength of its ability to engage you, 

to make you think, to give you a glimpse into someone else’s head.”  
Malcom Gladwell 
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COMMUNICATION AND 
TECHNOLOGY: EFFECTS AND 
TOOLS 
 
Nowadays, it is a must for employees to be skilled in the use 
of communication technologies to communicate effectively. 
Thus, communication technologies such as e-mail, telephone, 
videoconference, word processing, as well as a good command of 
the Internet and different software programmes, are tools that 
most of the employees in the current labour market have to deal 
with on a daily basis. 
 
 
 

 
 
 
Technology also plays very supportive role in enhancing VET 
student’s communication skills, both written and oral, by using 
technology under the proper guidance of teachers. 
 

 
 
 

While technology has its negative effects in communication, 
especially motivated by the abuse of communication 
technologies such as mobile devices (for example texting and 
chatting via symbols or acronyms), which can lead to less 
oral interaction and to typing mistakes in written 
communication, technology also has a very important 
impact on both written and oral communication due to 
the great amount of user friendly, attractive and powerful 
options for practicing both writing and speaking skills. 
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TECHNOLOGIES FOR ORAL COMMUNICATION  

 
In order to improve oral communication among VET students, 
teachers have the following options to foster and monitor 
student’s performance: 
 

 Podcasts: students can easily listen to a variety 
of speakers on a variety of topics in a variety of genres, 
increasing their receptive skills development. 

 Digital movies: students are able to observe, understand, 
and imitate oral communication, from language 
expressions and sentence structure to lip shape, 
facial expressions, gestures and distance between 
speakers, as well as other cultural, behavioral, and 
sociological aspects of language. 

 Voicemail: students can practice their communication 
abilities by doing different oral assignments and share 
them with teachers, who can hear and assess them. 

 Videoconferencing: possibility to have a face-to-face 
conversation practice and see the reaction of the other 
person (s) to our message in real time.  

 Apps: there are an increasing number of apps on which 
students can build oral communication skills, with 
possibilities to listen, watch and practice different 
situations. 

 

TECHNOLOGIES FOR WRITTEN COMMUNICATION 

 
Most of the educators agree that the use of technology in writing 
make students develop critical thinking, imagination and 
analysis, as well as vocabulary. In order to get such results 
among VET students, teachers can implement and provide 

guidance and control about the following technological 
possibilities: 
 

 Document sharing and wikis: creating a text jointly can 
help students acquire the best writing skills of their peers 
and also receive feedback from teachers. 

 Collective blogs: this tool allows students to foster their 
co operational spirit (taking turns posting) while also 
developing their writing skills a s a team. 

 Social media: the instantaneity and ease of this tool 
make it more attractive for youngsters, where they can 
share their thoughts about different issues and get instant 
feedback 

 Specialized software for digital writing: students can 
get many tips and access to resources in order to prepare 
attractive and visually updated texts (incorporating 
digital elements) that “match the real world”.   
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PRACTICAL TIPS TO IMPROVE 
COMMUNICATION SKILLS 
AMONG STUDENTS 
 

TIPS FOR SPEAKING AND LISTENING (ORAL 
COMMUNICATION): 

 
It is a must for VET students to learn how to listen and talk 
properly in order to broaden knowledge, enhance understanding 
and build community.  
 
The following tips can be used regularly to help VET students 
learn good conversational skills: 
 

 
 

 Informal interaction teacher – students 
 
With open-minded teachers who share information and 
concerns, students will feel more relaxed, inspired and 
therefore, more willing to interact. 
 
- Frequent interactions with students, especially 

with those with communication difficulties a few 
times a week. It is positive to share with them 
information about yourself and also show interest in 
their feedback related to their interests and worries, 
using conversational tips such as enhancers ("That’s 
interesting", "“Really?", "Great", “No kidding!, etc.") in 
order to make the conversation more friendly and 
make them more open to communicate. 
 

- Ask students about issues non-classroom related, 
such as for example other classes, personal interests, 

“To listen well is as powerful as means of 
communication an influence as to talk well.” 
John Marshall 
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opinions about current events, and so on, sharing your 
thoughts as well and preferably doing it out of the 
classroom (corridor, yard, etc) 

 
 Foster non-verbal communication  

 
Non-verbal communication skills will help students send 
their message in a more convincing manner. 
 
- Try to include non-verbal behaviour in 

conversations, acting as an example and at the same 
time teaching students on how to learn strategies to 
develop such non-verbal communication skills. 

- Establish eye-contact with the students when they 
are speaking, trying also to get the involvement of 
other students by directing the eye contact to them, 
fostering therefore the involvement of the students 
with the topic that is being addressed.  
 

 Stimulate participation, thinking and politeness 
 
Stimulate discussion and active participation in VET 
centres will make students lose their fear of speaking out, 
while developing their critical thinking. 
 
- Ask questions that stimulate discussion among 

students, with multiple possible answers and that can 
represent a good method to reinforce the idea of 
mutual respect of other’s ideas and that there are 
different views of an issue, or a set of beliefs that can 
be equally valid.  

- Foster Turn-taking by letting or making all students 
have their say about the topics addressed, using for 

that some object that represents that when a student 
is in possession of the object, it is his / her turn to talk 
or pass, while others are expected to listen.   

- Foster thinking for “don’t know” answers, making 
students think and give further explanation than an “I 
don’t know” answer.  Students are asked to wonder 
aloud, trying therefore to guess, speculate or do their 
best in order to provide an answer.  

- Challenge student’s impolite or humiliating 
answers, don’t accepting responses of that kind and 
teaching students find an alternative response with a 
correct language that do not hurt listeners, while also 
making think students about other points of view to a 
question or problem. 

 
 

TIPS FOR WRITING EFFECTIVELY (WRITING 
COMMUNICATION): 

 
 VET students must write for multiple purposes once they finish 

their studies, both at working environment (elaboration of 
reports for superiors, work orders, formal e-mails….) as when 
applying for a job (writing a properly described CV or 
professional profile in social networks or contributions in 
professional blogs, for example).  Poor writing generates a poor 
impression on readers and therefore a bad reaction that can 
affect of course the possibilities of the professionals in their 
working lives. 
The following tips can be used regularly to help VET students 
learn good writing communication skills: 
 

 Motivate students to acquire good writing skills,  
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Motivated students will find ways to improve their writing 
and will persist in the effort. 
 

- Emphasize that good writing skills are 
important, both for their curricula and for their 
future careers or daily lives. .Make students 
understand that with practice and feedback 
writing skills improve considerably. 

- Show examples related to the implications and 
value of good writing, explaining for example the 
case of a job candidate who missed being selected 
for the job or the case of a worker who has lost his 
opportunity to get promoted due to his or her 
poor writing. 

- Show examples of well-written tasks performed 
by former or a colleague student, emphasizing its 
main sections and how the ideas flow while 
reading it. 

 
 Provide rules and instruction in the writing process.  

 
Well-trained students will apply appropriate writing 
processes and rules. 

 
- Provide students with rules related to grammar 

and punctuation and to rules concerning both 
general and purpose specific writing formats 
and styles. 

- Explain students the writing process and how a 
proper structure can benefit in their writing 
process. This process might include starting with 
an outline, completing several drafts of the 

document, checking the writing against the 
requirements, and asking another individual to 
proofread the document. 

- Refer students to (or read aloud) other 
properly written texts (books, articles, papers, 
reports, e-mails…) so that they can get good 
writing cues. Provide links to writing skills 
websites where they can find good examples and 
fact sheets regarding different and specific writing 
formats and styles. Explain also the most common 
writing errors and how these errors affect 
writing purposes.  

- Encourage students complete different writing 
tasks following the rules and examples previously 
provided .It is also useful to provide a checklist 
with writing process suggestions that they must 
submit along with the writing task itself. 
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 Provide writing practice and constructive feedback 

on students' writing. 
 
Through guided practice and specific feedback, students 
will acquire the knowledge to both strengthen those 
aspects that they do well and improve those on which they 
have more difficulties. 
 

- Provide students with a writing task together 
with marking criteria on which it is specified the 
points for writing quality.  
 

- Ask students to compete a writing task 
(something related to the topic being addressed in 
the classroom) and make students critique each 
other’s work. 
 

- Share with all students both the main errors and 
good aspects of the writing task. Ask students to 
improve poorly written texts and then, once 
done, discuss the improvements.  

 
 
 
 
 
 

 
 

This project has been funded with support from the European Commission. 
This publication reflects the views only of the author, and the Commission 
cannot be held responsible for any use which may be made of the 
information contained therein. 

 

What is the shortest word in the English language that contains the letters: 
abcdef? Answer: feedback.  Don't forget that feedback is one of the essential 

elements of good communication. 
Anonymous 


