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Characteristics of Professional 

Communication

Professional communication should be:

 Clear

 Polite

 Respectful

 Concise

 Accurate

 Well-organized





Active Listening Skills

What is Active 

Listening?

Active listening 

means giving full 

attention to the 

speaker and 

understanding the 

message before 

responding.

Maintain 
eye contact

Avoid 
interruptions

Listen 
carefully

Ask 
questions

Take notes

Give 
appropriate 
feedback









Tool Purpose

Email Formal communication
Microsoft Teams Team collaboration
Zoom Online meetings
Google Meet Video conferences
Slack Instant messaging
WhatsApp Business Customer communication

Digital Communication Tools
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