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Communication 
= 

Clearly explaining complex concepts 
to the right person(s), at the right time 

and in the right way
in order to make yourself understood

What is communication?



!   Don’t forget EU is a multicultural, multilingual environment   !

Communication: the race to get attention

Make sure that your message:

 Gains the upperhand

 Stays in people’s mind



Some keywords that help you to communicate well

EFFICIENCY: is your message understood? do you obtain the result you wanted?

CARE: choose the message and the words carefully

ADAPTATION: every audience is different and has a different level of understanding, 
every message has to be tailored

EASE: help your audience and reader by facilitating his reading or hearing to 
a maximum

BREVITY: people no longer have time to read

WORK, work, and more work





Written communication



Written communication

Be on top of the paper or electronic mountain !



PREPARE

 Select the ideas you want to express;

What is your aim?
 to explain
 to convince
 to propose

 Define the targets of your document :

 Experts
 Politicians
 Journalists
 The general public

 Choose the type and thus the length of the text:

 Memo
 Press Release
 Letter
 LinkedIn post
 Tweet

SUBJECT DEFINITION RESULTS

Type of 

presentation 

Goal/Purpose of  

your presentation

Audience Definition

Presentation 

Structure 

Main Points

1)

2)

3)

Subordinate points

Signposting
Statements that you 

will use

Opening statement

Closing statement



WRITE

 Simple words and short sentences;

 Title, sub-titles, and short paragraphs, graphs and tables

 Short introduction and a strong conclusion;

 Executive summary;

 Be positive / a dynamic style with efficient proposals…

FOLLOW-UP

 Quality control - ask colleagues to check your text before printing,

 If you translate, carefully check the translation

 An appealing layout.

A clear ‘Stop’ sign is posted for bikers and
pedestrians. They are not supposed to cross until
the ramp is clear.
If a motorist comes around the curve and sees a
person or biker approaching, this may have an
instictive effect. He could start swerving, stop or
react negatively to avoid hitting him. This could
lead to a collision.



View paper



Oral communication



PREPARE

Whom are you meeting? Know your target:

 what she/he likes, what she/he hates

 her/his ‘title’

 language

What is your message?

What style will you use?

 Structure in advance:

Can I say what I need to say in 20 minutes?

 Anticipate comments/questions

Meetings



DURING THE MEETING

 Give your business card

 Introduce yourself and whom you represent

 Bring information with you (a brochure, a position paper…)

 Bring added value

 Keep an eye on time

 Summarize conclusions/actions and clearly state your request

Meetings

FOLLOW-UP

 Send a “thank you” letter/email

 Define ‘Follow-up’ action(s)



 Practice your timing

 Arrive (at least) 30min before your presentation

 Check the “set up” of the room (temperature, drinks, tables ... )

 Systems working: PC, projector, audio?

Speeches: Preparation

0

2

4

6

8

10

5 10 15 20 25 30 35 40 45

A

t

t

e

n

t

i

o

n

Minutes



 Feel comfortable: be yourself … and DON’T read your paper

 If you read from the notes it will have an impact on your voice and will take your focus 
away from the audience;

 Fit your vocabulary to the audience

 Adapt the rhythm of your speech to the size of the room

 Be short (better too short than too long)

Speeches: Tips & tricks



Speeches: the content

'Begin with the end in mind’

The 3 Ts:

1. Tell them what you are going to tell them …

• Present the general structure of your speech, and emphasize each key idea

2. Tell them …

• Two or three messages in a speech. Never more. 

3. Tell them what you have told them …

• Signal that your speech is soon coming to an end



STRONG VOICE

ARTICULATION

VOICE MODULATION

BREATHE

BODYLANGUAGE
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