
 

 

 

 

Communications 
 

Social Media at Work 
 

Employers are less likely to hire someone who posts 

 references to illegal drug use or alcohol use 

 comments that are rude or uses swear words 

 comments or stories with poor spelling and grammar 

 comments that are negative about people - including bosses or co-workers 

 images of risky or partying behavior 

 

Now for the good news!  Employers are more likely to hire 

someone who posts  

 positive personality and a professional image   

 strong communication skills  

 lots of interests and charity or volunteer work 

 lists of awards they’ve received  

  

Review your own online profiles.  Add or delete posts as needed.  

 

Ten Keys to Good Listening  
 

a. Use listening responses.  An occasional “oh yeah?” or "I see” shows the speaker 

that you are 

 paying attention – you are still with them 

 wanting them to continue 

 

b. Take notes - when it’s important that you remember details or key points. 

 

c. Ask questions.  Ask the speaker to repeat themselves if you 

 aren’t sure you understood everything  

 think you missed an important point 

If you don't understand, it may return to embarrass you later. 

 

d. Repeat a key message or give summaries. This shows that you have been listening 

and tells the speaker that you understand. 



 

 

 

 

e. Limit your own talking.  It isn’t possible to talk and listen at the same time. 

 

f. Don't jump to conclusions.  Be careful of your biases and judgments that can get in 

the way of you really hearing someone. 

 

g. Don’t argue mentally.  If you are irritated or disagree, just listen!  Don't start to plan 

your argument while they are still speaking - you'll miss something. 

 

h.  Concentrate.  Focus your attention on listening.  

 

i. Don't interrupt.     

     (Adapted with permission from ASPECT Employability Skills Curriculum – BC)                                       

 

Appropriate Workplace Conversation 
Always assume that what you are saying about someone can be overheard or seen by 

others, such as your boss or the person you are gossiping about.  They could also see your 

texts, email and social media.    

 

Constructive Critism 
 

Whether you are the one giving the feedback, or you’re on the receiving end, here are some 

important tips. 

 

a. Always have self-control and patience when you communicate with coworkers – 

especially when you are frustrated.   

b. Take a few seconds to think before you speak.  You can come up with more positive 

and supportive ways to express your needs.   

c. Listen carefully to what is being said, and never lose your cool.  

d. Don’t be defensive or try to blame others.  It’s ok to say “Yes, I agree.  I let my work 

suffer a bit today and it won’t happen again” 

 

 

 


