
Could this have 
been an email?

How to communicate 
effectively and efficiently your 

work 



About me 

• Marketing Coordinator for ITS 

• Bachelors of Science in Information 
Communication Technology 

• Masters of Science in Communications and 
Media Studies 



Why is effective communication 
important?

• Communications is one of the oldest and most 
fundamental skills in human history

• Effective communication is crucial in any 
organization as it ensures that information is 
conveyed clearly and efficiently, leading to better 
understanding, collaboration, and productivity.

• Helps build and maintain relationships 

• You work hard everyday on the amazing work you 
do, so don’t you want to properly communicate it?



In this presentation… 

• Understanding your audience 

• Communication channels 

• Crafting your message

• How we communicate at ITS 



Understand your audience 



Understanding your audience 

• Effective communication requires understanding the intended 
audience and tailoring the message to their needs, interests, and 
preferences.

• Understanding your audience will help you to tailor your 
messages to the needs of your audience

• What is the foundational knowledge of your audience 

• What information is necessary to your audience 

• Once you know what to communicate you need to focus on how 
you will communicate it 



Communication Channels



Points to consider 

• How Urgent is what you need 
to communicate?

• How large is your audience? 

• Is the information you are 
communicating sensitive? 



What is the best way to get your 
point across?

Informal 

• Teams

• Pop-In 

• Lunch Meeting 

• Virtual Call / Phone Call 

Formal 

• Formal Meeting 

• Email 

• Scheduled Online Meeting 



Crafting your message 

For effective communications 



The communications process 



Communications is like a game of catch 

• Who are you going to toss the ball to?
• Is your audience ready to “catch the ball”? 

• Is there a reason to toss the ball back?

• Are you putting on a show while everyone else thinks 
you’re playing catch? 

• If you’re tired, maybe the game is over.



How we communicate at ITS 



Start with the facts

• How are you going to build the dresser without all the 
directions? 

• Think about the who, what, where, when and why 

• Think about what you need from others and what 
others need from you 

• It’s ok to have a conversation with yourself 

• This is where you define your audience which is the 
first step in figuring out how you will communicate  



Our audience helps us decide our approach

Students 
• Social Media 

• MyFSU 

• On Campus Ads
• Flyers 
• Events 
• Tables 

Stick to the basics 
and need to knows.

Keep it simple! 

Faculty/Staff Alumni 

• Emails 

• Department 
Newsletters 

• Announcements

• Meeting 
Partnerships  

Provide some more 
details and needed 
information

• Emails 

• Alumni 
Association 
Partnerships 

• Mailing and Call 
lists 

Stick to the basics 
and need to knows 



Build out your plan, execute your message 



It’s ok to fail at first 
Communicating can be hard. The skill to communicate is like a 
muscle that needs to constantly be worked out. 

Ask for feedback, listen to your audience and grow to be better 
the next time. 

Questions?



Thank You!
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