
Hi there,
 
Greetings from Stratford Training to all our readers.
 
Thank you for taking the time to read our first ever newsletter – Stratford
Times. This newsletter is long overdue but it’s finally here!  And I’m super
excited to share it with you.
 
Communication skills are very important at work. Some say it is the
“lifeblood of any organization”. And strong proponents of
communication skills are renaming it “Essential Skills”, not “Soft
Skills” anymore.
 
As Warren Buffett said, communication skills are the one thing that
separates successful people from the unsuccessful ones. Whether you are
communicating with your colleagues, bosses, customers or vendors, clear
communication is paramount to ensure ideas and instructions are
communicated well and clear. 
 
This is also another way for us to add value to all our participants. After
some time, you might forget some of the important points shared during
the training. So, hopefully, through this newsletter, you will be
reminded of the important messages. Do keep in touch and feel free to
contact me if you have any questions. 
 
To all my readers, I welcome any feedback or suggestions from you. 
 
I hope these bite-sized tips will help you in enhancing your skills in
communicating with others at the workplace.
 
Enjoy the continuous learning experience with Stratford Training!
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Use Plain Language
Using plain language makes it easier for readers to understand what you are trying to tell them. People in

legal firms are known to use "archaic" phrases and old fashioned language. 

 

Here's an example I received from a legal firm yesterday: 

 

Pursuant thereto, please find attached herewith the scanned copy of the Developer’s Letter of Consent for

Alteration (“Letter of Consent”) whereby you are required to sign on the acknowledgement section

contained therein below (“Acknowledgement Section”). Please also find attached a copy of the Commercial

Amendment reflecting the abovementioned changes for your reference. 

 

Kindly print two (2) copies of the Acknowledgement Section at your end for your execution at the relevant

places using BLACK INK PEN and thereafter return the same to us on or before Wednesday, 11th of

March 2020 to the following address: 

 

Sentence 1 - 35 words 

Sentence 2 - 17 words (that's ok) 

Sentence 3 - 42 words (yay!! This is the winner) 

 

We can make the message easier to understand by using plain language and shortening the sentences. 

 

Suggestion: maximum 20 words per sentence 

 

How would you edit these sentences to make them shorter and simpler?
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Active listening is when you consciously listen to what the other person is

saying. It is incredibly useful to strengthen relationships both inside and

outside the workplace. 

 

Focusing on the speakers’ words and observing their body language is

important to understand their message and to show respect. 

 

I had the habit of interrupting people when they speak. I was afraid I

would forget the points I wanted to say, so I’ll interrupt them. My clients

and friends were too polite to tell me I was interrupting them! 

 

Then I came across a solution to my bad habit - keep my lips sealed.

That’s right! It seems that we should keep our mouth closed when we are

listening to others. This will reduce the urge to interrupt them. 

 

For people like me, I must remind myself to keep my lips sealed and listen

to others until they finish speaking. Nowadays, I take notes as I listen, I jot

down important points and questions I want to ask. I try not to interrupt

someone. 

 

What tips can you share on this topic?

Listening Skills

“The ability to listen is as

important as the ability to

speak.” 

~ Sheryl Sandberg, COO of

Facebook 

Lean In: Women, Work and

The will to lead.
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I’d like to share 3 tips on this topic. 

 

Tip #1 - Have a “proper” email id. 

Receiving applications from pussycatdoll@gmail.com or ironman2002@ymail.com is amusing. If you want

to be taken seriously, change your email id. 

 

Tip #2 - Mind your language 

Whether you’re writing in BM or English, ensure the language used is correct. Make sure your grammar and

choice of words is correct and appropriate. 

Don’t use acronyms (fyi, btw, tq, etc) 

Know the difference between “your’ and “you’re”

Is it “your welcome” or “you’re welcome”?

 

Tip #3 - Use appropriate salutations 

One candidate addressed me as “hi aunty”!!! 

I almost fell off my chair...LOL 

Another wrote “dear sis” (face palm) 

Come on people. Recruiters are not your aunts and uncles. 

Be more formal in your salutations.

 

The following salutations are appropriate: 

Dear Encik Hashim 

Dear Sir / Madam 

Dear Ms Tan 

 

Remember, you’re trying to impress the hiring manager. Be meticulous in writing your cv and cover letter. If

you’re careless in your writing, it also reflects your attitude. 

 

Ask a friend / parent to go through them. As I always say, we don’t see our mistakes. But we can spot other’s

mistakes easily! 

 

Here’s a tip to write good business documents 

Writing can be difficult, but did you know that the more you read, the higher your chances of

writing well? 

 

Your knowledge and vocabulary will increase the more you read, whether they are books, articles, journals or

even newspapers. It's always a good way to spend time, by reading and absorbing more knowledge to help

you improve.

 

If you are in a particular field, such as internal audit or risk, you’re highly recommended to read journals or

reports in those particular fields. The benefits are - apart from knowing the current issues and trends, you will

also pick up words and phrases that will greatly help you in writing your reports.

Tips on Email Writing For Jobseekers
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Do you have sleepless nights when you are asked to give a talk?

 

Butterflies in the stomach, dry throat, sweaty palms – sound familiar to you?

 

How do we overcome our nervousness when we have to speak in public?

 

You have heard the saying 'practice makes perfect'? Practising and polishing your skills would greatly help

you to achieve mastery level. 

 

Take public speaking skills for example. Some are born with the gift of the gab. Some of us are not good

speakers but we can improve our skills by practising more. 

 

Grab every opportunity to speak up, volunteer to be the emcee during your office functions or speak up

during meetings. 

 

I have observed that people who sing well are not afraid of public speaking! Especially those who love

karaoke singing. Have you noticed this? 

 

We can also improve by observing great speakers on tv or youtube. 

 

Reading books, blogs or articles on public speaking can help too. 

Improving Your Public Speaking Skills
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Here are some links to interesting virtual learning sites and virtual tours. They are all free. Enjoy exploring

them!

 

Short courses / programs / books

 

1. Writer’s write

~ for aspiring writers, you’ll find this site interesting!

https://writerswrite.co.za/

 

2. Free books (for 30 days)

~ An amazing collection of books you don't want to miss!

https://www.scribd.com

 

3. Harvard University

~ Harvard University is offering 67 courses free during this pandemic. Subjects are like Law, Programming,

Public Speaking, Chinese Civilization, etc.

https://online-learning.harvard.edu/catalog/

 

4. Class Central

~ 190 Universities launched 600 free online courses.

https://www.classcentral.com/report/new-courses-october-2018/

 

5. Coursera

~ About 1,550 free courses are available.

https://www.coursera.org/

 

Virtual Museums / plays

 

1.  Van Gogh Museum (Amsterdam)

~ Learn about the great artist, Van Gogh, and his paintings from

the comfort of your homes

 

https://vangoghmuseum.nl/en/whats-on/we-bring-the-museum-to-you?

utm_source=newsletter&utm_medium=email&utm_campaign=museumathome

 

2.  Shakespeare Globe

~  Streaming of six of its plays for FREE on Youtube

https://www.shakespearesglobe.com/watch/
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