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Lesson 1:

Subject Lines in Professional Emails Definition: The main purpose of a subject line is to
give a quick summary of what the email is about. Purpose: It's like the title of a book; it
tells you what to expect before you open it.

Professional Tone and Language Definition: A professional tone is polite and formal,
like saying “Dear Ms. Johnson” instead of “Hey there.” Example: It's like dressing up for
a job interview instead of wearing your weekend clothes.

Capitalization and Punctuation Definition: Avoid using all caps or too many
exclamation marks, as it can seem like you're shouting. Advice: It's like using your
indoor voice in a library instead of yelling.

Attaching Files to Emails Definition: Attach files only when they are needed to
understand or complement the email’s content. Guideline: It's like handing out papers in
a meeting; you only give out what's necessary.

Email Formatting for Readability Definition: Keep your sentences short and clear to
make your email easy to read. Tip: It's like using clear handwriting so everyone can read
your note.

Professional Email Signature Block Definition: Your email signature should include your
job title and contact information. Inclusion: It’s like wearing a name tag that tells people
who you are and what you do.




Using Jargon and Casual Language Definition: Avoid using too much specialized
language or overly casual words in professional emails. Rule: It's like using words
everyone can understand, not just your close friends.

Approach for Subject Lines Definition: Subject lines should be brief and summarize the
main point of your email. Strategy: It's like putting a label on a folder; it tells you what's
inside at a glance.

Subject Line for Meeting Requests Definition: “Meeting Request” is a clear and direct
subject line for asking for a meeting. Choice: It's like putting up a sign that says “Open”
or “Closed”; it's straightforward.

Using All Caps Definition: Use all caps only to highlight something very important, but
do so sparingly. Caution: It's like raising your voice to make a point, but if you do it too
much, people stop listening.

Unprofessional Email Subject Lines Definition: Avoid casual or vague subject lines like
“Let’s talk about the project.” Avoidance: It's like using slang when you're giving a
speech; it doesn't sound professional.

Email Attachments Definition: Don't attach large or unrelated files to your
emails. Consideration: It's like not giving someone a heavy bag to carry if they only need
a small item from it.

Addressing Someone in an Email Definition: Use a respectful greeting like “Dear Mr.
Smith” when addressing someone. Etiquette: It's like knocking on a door before
entering a room; it shows respect.

Professional Email Signature Definition: Include your contact information in your email
signature so people know how to reach you. Essential: It's like leaving your phone
number at the end of a voicemail.

Appropriate Email Greetings Definition: Start your emails with a polite greeting like
“Dear Colleague.” Courtesy: It's like saying “hello” when you answer the phone; it's polite
and expected.



Handling Excessive Punctuation Definition: Avoid using too many exclamation marks in
professional emails. Guideline: It's like not using too much salt in your food; a little goes
a long way.

Addressing Someone Appropriately Definition: “Dear Colleague” is a respectful way to
start an email to someone you work with. Standard: It’'s like using someone’s proper
title, like “Doctor” or “Professor,” when you talk to them.

Unprofessional Email Greetings Definition: Starting an email with “Yo!” is too casual
and not suitable for professional settings. Unsuitable: It's like wearing flip-flops to a
business meeting; it's not appropriate.

Using Emojis in Professional Emails Definition: Generally, it's best not to use emojis in
professional emails. Recommendation: It’s like keeping a straight face during a serious
conversation; it's more professional.

Email Attachments Etiquette Definition: Avoid sending unnecessary or large
attachments in professional emails. Best Practice: It's like not cluttering someone’s
desk with papers they don't need.

This guide should help you navigate the basics of professional email etiquette and
networking, using simple language and clear examples. Remember, in professional
communication, clarity and respect are key.



Lesson 2:

Approaching Networking with Authenticity Definition: Being genuine means being
yourself and honest when you meet new people. Key Principle: It's like making a new
friend; you want to be real and sincere, not pretend to be someone else.

Memorable Introduction Definition: A good introduction includes your name, what you
do, and something interesting about you. Essential Component: It's like telling someone
a short story about yourself that they'll remember.

Active Listening at Networking Events Definition: Pay close attention to what others
are saying without getting distracted. Practice: It's like listening to a friend's story
without interrupting them.

Encouraging Deeper Conversation Definition: Open-ended questions are ones that can’t
be answered with just ‘yes’ or ‘no’ and make people talk more. Type of Question: It's like
asking someone about their favorite hobby instead of just asking if they have one.

Authenticity in Networking Definition: Authenticity means being true to who you are,
not pretending. True or False: False. You should always be your real self.

Concise Introduction Purpose Definition: A short and clear introduction helps people
remember you. Purpose: It's like giving someone a quick snapshot of who you are.

Unique Detail in Introduction Definition: Share something special about yourself, like a
passion or interest that makes you stand out. Example: Saying you're passionate about
data analytics gives a clear picture of what excites you.

Avoiding Negative Behaviors in Conversations Definition: Don't interrupt others or get
distracted by things like your phone. Avoid: It's like making sure you're not cutting in
line; wait your turn to speak.

Showing Interest in Others Definition: Ask questions that show you want to learn more
about the person you're talking to. How to Show: It's like asking someone to tell you
more about their favorite book because you're interested.



Engaging in Active Listening Definition: Show you're listening by asking questions
based on what the person just told you. Effective Way: It's like when someone tells you
a story, and you ask them what happened next.

Inspiration for Career Choice Definition: Share a genuine reason that led you to your
career, something that truly interests you. Best Answer: Saying you've always been
fascinated by numbers and investments shows a real connection to your work.

Open-Ended Question Example Definition: An open-ended question invites more
detailed responses and discussion. Example: Asking someone to tell you about their
experience is open-ended because it lets them explain more.

Introducing Yourself Definition: When you meet someone, share your name and
something memorable but keep it professional. Avoid: Don’t use complicated words or
phrases that might confuse people.

Demonstrating Sincerity Definition: Show you're genuinely interested by making eye
contact and paying attention. How to Demonstrate: It's like looking at someone when
they're talking to you, showing you care about what they’re saying.

Crafting a Memorable Introduction Definition: Keep your introduction short but
interesting to make a strong impact. Recommended Approach: It's like writing a catchy
title for a story; you want it to grab attention.

This guide should help you understand the essentials of networking, using simple
language and clear examples. Remember, in networking, being genuine and showing
interest in others are key to building valuable connections



Lesson 3:

Value Exchange in Networking Definition: Value exchange means offering help and
resources to people in your network. Primary Principle: It's like sharing your tools with
neighbors; you help them, and they help you.

Expressing Gratitude After Networking Definition: Send a thank you email to the people
you met to keep in touch. How to Maintain Connections: It's like sending a thank you
note after someone gives you a gift.

Following Up After Networking Definition: Avoid sending messages that don’t mention
anything specific about your conversation. What to Avoid: It's like sending a holiday
card that just says “Happy Holidays” with no personal message.

Respecting Boundaries Definition: Know when it's okay to contact someone and when
it's better to wait. Purpose: It's like understanding when it's a good time to visit
someone’s house and when it's not.

Respectful Follow-Up Email Definition: A good follow-up email thanks the person and
mentions what you talked about. Example: It's like reminding someone about the good
conversation you had at a party.

Excessive Follow-Ups Definition: Too many follow-ups or asking too many personal
questions is not a good way to network. True or False: False. It's important to give
people space.

Elevator Pitch Definition: Your elevator pitch should be a short and interesting
introduction about yourself. What to Include: It’s like telling someone about yourself in
the time it takes to ride an elevator.

Length of Elevator Pitch Definition: Your elevator pitch should be about 30 seconds
long. Ideal Length: It's like the brief time you have to tell someone about yourself during
a TV commercial break.




Effective Elevator Pitch Definition: A good elevator pitch includes your name, what you
do, and something that makes you interesting. Example: It's like introducing yourself in
a way that makes people want to learn more about you.

Memorable Introduction Definition: Include your name, what you do, and a unique detail
about yourself. Key Element: It's like giving someone a quick snapshot of who you are.

Authenticity and Sincerity in Networking Definition: Be yourself and be sincere when
you meet new people. How to Demonstrate: It's like being honest and real when you're
making a new friend.

Capitalization and Punctuation in Emails Definition: Don’t overuse capital letters or too
many exclamation points in professional emails. What to Avoid: It's like not shouting in
a conversation; you want to keep your tone even.

Encouraging Deeper Conversation Definition: Ask questions that can’t be answered
with just ‘yes’ or ‘no’ to get more information. Type of Question: It’s like asking
someone to tell you a story instead of just asking if they have a story.

Showing Interest During Networking Definition: Ask questions that invite people to
share more about themselves. How to Show Interest: It's like showing you're curious
about someone’s experiences and what they enjoy.

Inspiration for Career Choice Definition: Share a real reason why you chose your career,
something that truly interests you. Best Answer: It's like explaining why you love your
favorite hobby.

Subject Lines in Professional Emails Definition: Keep subject lines short and to the
point, summarizing what the email is about. Recommended Approach: It's like putting a
clear label on a file so you know exactly what’s inside.

Subject Line for Meeting Requests Definition: “Meeting Request” is a clear and direct
subject line for asking for a meeting. Appropriate Subject Line: It's like putting up a sign
that says exactly what you're offering.



Using All Caps in Emails Definition: Use all caps to highlight something very important,
but do it rarely. When to Use: It's like using a loud voice to make sure someone hears
you in a noisy room.

Unprofessional Email Subject Lines Definition: Avoid casual or unclear subject lines
like “Let’s talk about the project.” Example of What to Avoid: It's like using slang in a
formal presentation; it doesn't fit.

Professional Email Signature Definition: Include your contact information in your email
signature so people know how to reach you. What to Include: It’s like leaving your
business card with someone after you meet.

This guide should help you understand the essentials of building professional
relationships, using simple language and clear examples. Remember, in professional
settings, being helpful, respectful, and clear are key to forming lasting connections.

“We cannot solve problems with the kind of thinking we employed when we
came up with them” -Albert Einstein-

Hustle until
your haters ask
if you're hiring.



