Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to communicate information securely and effectively to others?
This means sharing messages, updates, or details in a clear and safe way. It includes making sure the right people receive the information while keeping private or important details protected.
[image: ]Why are these skills important?
Employers want workers who can explain things clearly and protect sensitive information. Good communication can help people work together, avoid misunderstandings, and keep important details safe. It also helps build trust and shows responsibility.
These skills are important at work, home, school, and in your community. Sharing information safely and clearly can help others understand your ideas, complete tasks correctly, and make good decisions.
For example, you may need to send a clear email, share updates with a team, or keep private information secure when speaking with others.
[image: ]How can you improve these skills?
You can improve these skills when you:
· Share information using the correct method at work or school.
· Write or speak in ways that are clear and easy for others to understand.
· Use words and examples that fit the audience and situation.
· Keep private or sensitive information protected.
· Check your messages or explanations to make sure they are accurate and respectful.
	


Skill Practice
Directions: Try one or more activities to practice your skills. 
Activity 1: Communicating Professionally in Emails
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Read two emails from two different job applicants who applied for the same role and then answer the questions.
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Email 1: 
To: rpatel@acmecorp.org
Subject: Thank you for the interview

Dear Ms. Patel,

Thank you for meeting with me today about the office assistant job. I enjoyed learning more about the role and the company.

I am very interested in the job. I believe my communication and organization skills would help me do well in this role.

Thank you again for your time. Please contact me if you need more information.

Sincerely,
Jamila Smith

Email 2: 
To: rpatel@acmecorp.org
CC: companyCEO@acmecorp.org
Subject: Thanks

Hi Ruth,
I really hope I get the job because I have been stressed out lately. I think you’re nice and I would do a good job. Thanks for talking with me today! I communicate well. I’m also organized. I also like to talk to people. And one more thing. I usually get to work on time. I forgot to say that I may need rides to work sometimes because my car is old. Thanks again and I hope to hear from you soon!!! You can text me with any updates. 
Thanks, Elisabeth 🙂.



Questions:
1. Which email uses the most appropriate language for a hiring manager? Underline or highlight the information that helped you decide.
2. What information in Email 2 may be unnecessary or too personal? Underline or highlight the information that helped you decide.
3. Why could copying the CEO on the email be a problem?
4. Which parts of Email 2 should be changed before sending?
5. Why is it important to review emails before sending them?

Activity 2: Communicating Information Securely and Effectively
Read 2-3 scenarios and then answer the questions.

Scenario 1:
An employee emails a customer a confidential document. The document is protected by a password. The employee includes the password in the email. The employee copies their supervisor and other team members on the email.
1. What communication or security mistakes happened?
2. Why was this a problem?
3. What could the employee do differently next time?

Scenario 2:
A worker sends a funny photo of a coworker to the coworker and supervisor as a joke. The coworker feels embarrassed and upset. The coworker does not speak to the person for many days even though they are on the same team.
1. What communication or security mistakes happened?
2. Why was this a problem?
3. What could the employee do differently next time?

Scenario 3:
A student in a job training program sends several emails to an instructor about missing class. Each email has different information. Some emails are missing dates, times, or important details. The instructor becomes confused about the student’s schedule.
1. What communication or security mistakes happened?
2. Why was this a problem?
3. What could the employee do differently next time?




Skill Application
Directions: Read the message below. Rewrite the message so it communicates more clearly and professionally and then answer the questions.

Text Message from Student to Instructor:
“hey i cant come to class tomorrow because my car isnt working maybe ill be there friday idk yet can u let me know what i missed thanks. C U soon 🙂”

Rewrite the Message Using:
· Complete sentences
· Respectful language
· Correct capitalization and punctuation






Questions:
1. What makes this message unclear or confusing?

2. What changes did you make?

3. What is the best way to send this message: text, email, voicemail, or another way? Explain your answer.
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