Communication Skills
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. Specific course information

a. Catalog description:
Communication is of high importance for an engineering student. Indeed, whether in
academic or professional activities, transmitting information is a powerful tool for
convincing and even influencing. Communication is unavoidable, but it includes
many errors and risks to be avoided. Otherwise, the reception of the information may
be disturbed and misunderstood. This course offers students the knowledge of
essential basic rules of main ways of communication (written, verbal and non-verbal)
and making them aware of the errors to be avoided.

b. Prerequisites: None

c. Required/ Selected Elective/Open Elective: Required

. Educational objectives for the course

a. Specific outcomes of instruction:

- To understand the importance and stakes of communication.

- To be aware of basic rules in communication, to apply them, and avoid errors.

- To be able to use the three communication channels (written, verbal and behavioral) with
efficiently and to optimize them.

- Toreinforce and exploit own skills as an author and speaker.

b. Pls addressed by the course:

Pl 31132
Covered X X
Assessed X X




. Brief list of topics to be covered

How to write technical documents and reports (practical work sessions, training, final year
project, engineering activity...): rules for figures and graphs, axis labelling and units, tables,
citations and references...

How to design a presentation for a defense?

How to organize and write a CV.

How to write a motivational letter (unsolicited application / targeted application in response to
an advertisement) ?

How to write a professional email (subject, content, Cc and Bcc recipients, attached files
rules).

How to verbally present an individual work or a teamwork with a slideshow: beginning and
ending the presentation, using the slides efficiently, managing time and speech, optimizing
speakers’ alternation ...).

How to adopt a proper posture during Q & A (audience and defender)?

How to deal with job interviews.

How to manage a distant communication.



