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CERTIFICATE DESCRIPTION
 
This Professional Communication Certificate equips you with the skills to excel in all aspects 
of communication. You’ll build a strong foundation through exploring the four key areas 
of professional communication and the 7 C’s framework. Craft clear and impactful written 
messages for various audiences in the Written Communication course. Develop confidence 
in public speaking and casual communication in the Public Speaking session.  Learn to 
tell your story effectively, building a compelling personal brand and mastering social 
media communication in Captivating Your Audience. Finally, the Emotional Intelligence 
and Communication course equips you to navigate complex situations and deliver difficult 
conversations with clarity and empathy.

SESSIONS INCLUDED

LEARNING OBJECTIVES

•  Introduction to Professional Communication
•  Written Communication
•  Public Speaking: The Power of Presence
•  Captivating Your Audience
•  Emotional Intelligence and Communication
•  Professional Communication Certificate Reflection

•  Identify the importance of professional communication
•  Understand different components of professional communication
•  Describe the 7 C’s of professional communication
•  Define types of written communication
•  Identify best practices to consider when communicating through writing
•  Apply different written communication skills to various audiences
•  Analyze the implication of tone in written communication
•  Describe the importance of a first impression on in-person communication  
•  Understand how different components of in-person communication can impact a conversation 
•  Recognize non-verbal cues during in-person communication 
•  Apply mindfulness to in-person communication situations to enhance communication skills 
•  Define a personal brand 
•  Develop your personal brand 
•  Create an elevator pitch to convey your personal brand 
•  Connect your personal brand to social media 
•  Explain how emotional intelligence relates to communication 
•  Identify steps to take when a communication mistake is made 
•  Practice having difficult conversations 
•  Recognize ways to express emotions appropriately 
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SESSION OVERVIEWS

This introductory course will equip you with the foundational knowledge and practical 
skills needed to excel in professional communication. We’ll delve into the four key areas 
you’ll explore further in the certificate courses. Additionally, we’ll introduce the 7 C’s of 
Communication – a valuable framework for communicating clearly and effectively. 

In this course, participants will be equipped to be confident and versatile written 
communicators. We’ll explore different types of writing and learn best practices for crafting 
clear and concise messages and adapting your style to resonate with various audiences. We’ll 
discuss tone, understanding how even subtle word choices can impact the meaning you 
convey. We’ll also address the challenges of written communication, like avoiding ambiguity. 
Through application activities, you’ll gain practical experience tailoring your message based 
on its purpose and intended audience, ensuring your written communication is effective and 

Effective oral communication is a powerful tool, and in this session, you will learn about the skills 
you need to navigate any speaking situation. We’ll be diving deep into the world of both formal 
presentations and the art of casual in-person communication, so whether you’re facing a room 
full of people or having a one-on-one conversation, you’ll feel prepared to connect and share 
your ideas with ease.

This course empowers participants to craft a compelling personal narrative that amplifies their 
brand. We’ll explore the concept of personal brand and how it translates into storytelling. We’ll 
practice crafting an elevator pitch that captures participants’ essence and purpose, effectively 
communicating personal brand in a concise way.  We’ll also explore best practices for different 
social media platforms, tailoring a message to resonate with specific audiences. By the end 
of the course, participants will gain the confidence and tools to tell their story in a way that 

In this course, we will explore how your emotions and those of others impact the message you 
send and receive. We’ll equip you to recover gracefully from communication mistakes with 
strategies that can be used in person or through writing. Mastering emotional expression allows 
you to deliver difficult conversations with clarity and empathy, including giving and receiving 
negative feedback. Through interactive activities, you’ll build the skills to communicate with 
confidence and emotional intelligence in any situation.

Written Communication

Public Speaking: The Power of Presence

Captivating Your Audience

Emotional Intelligence and Communication

Introduction to Professional Communication
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THE IMPORTANCE OF PROFESSIONAL COMMUNICATION

Why is effective communication crucial in a professional setting?

What are some real-world examples of how strong communication 
can lead to success and how poor communication can hinder 
progress?
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COMPONENTS OF PROFESSIONAL COMMUNICATION

Written Communication: What are some common challenges you face in written 
communication? How can you overcome them? 

Public Speaking: Think of a time when oral communication played a vital role in 
your professional experience (positive or negative). What communication skills 
contributed to the success or failure of the interaction? 

Captivating Your Audience: How can you leverage communication to strengthen 
your personal brand? 

Emotional Intelligence: Think of a situation where emotional intelligence could 
have improved an interaction. How could using emotional intelligence have led to 
a more positive outcome?
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THE 7 C’S OF COMMUNICATION

Clear

Concrete

Concise

Courteous

Coherent

Correct

Complete

Mind Tools Content Team. (n.d.). The 7 Cs of Communication: A Checklist for Clear Communication. Mind Tools. https://www.mindtools.com/a5xap8q/the-7-cs-of-communication 
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SESSION TOPICS

Written Communication

Public Speaking: The Power of Presence

Captivating Your Audience

Emotional Intelligence and Communication
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INTRODUCTION TO PROFESSIONAL 
COMMUNICATION REFLECTION

What experience do you currently have with professional 
communication? 

How do you want to improve throughout the course of these 
sessions and the certificate program? 

What areas of are you most wanting to dive deeper into? 
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WRITTEN COMMUNICATION

Formal Writing Informal Writing 

When do you most frequently choose to use formal writing vs. 
informal writing? 

Is there anything this activity helped you realize when choosing 
between the two?

Some situations can be more ambiguous – formal or informal 
could be appropriate, or a mix of the two could be necessary. Can 
you think of situations in which this would apply?
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WRITTEN COMMUNICATION: CONSIDERATIONS TO MAKE

Tone: The attitude your words convey

              Formal                                                                                                                Casual

              Serious                                                                                                               Funny

       Respectful                                                                                                               Irreverent

Matter-of-Fact                                                                                                            Enthusiastic

Word Choice Consistency

Personal 
Pronouns Honesty

EmpathyPunctuation

Moran, K. (2016, July 17). The Four Dimensions of Tone of Voice. Nielsen Norman Group. https://www.nngroup.com/articles/tone-of-voice-dimensions/ 
Delfino, D. (2022, December 21). What is Tone in Writing?. Tone in Writing: What It Is and How to Create Different Tones in Writing. https://www.grammarly.com/blog/tone-and-emotions/
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AVOIDING MISINTERPRETATIONS

CULTURAL CONSIDERATIONS

APPLICATION

“You are working on a report and your supervisor has set a deadline for two 
days from now. Because of your workload, you are unsure you will be able to 
complete it by the deadline. Send a message to your supervisor requesting an 
extension.”

Tone to achieve: 
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PURPOSE OF YOUR MESSAGE

WHO IS YOUR AUDIENCE?

APPLICATION

Use a real example of an email a group member has recently sent.

Purpose of your message: 

Audience: 
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WRITTEN COMMUNICATION REFLECTION

What new information will you consider when communicating 
through writing in the future?

How do you plan to continue to improve your written 
communication?

How can you be intentional about the message that your written 
communication is sending to others?
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PUBLIC SPEAKING: THE POWER OF PRESENCE

Good Public Speaking Poor Public Speaking

MAKING AN IMPRESSION
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TONE

Pitch

Pace

Volume

How you say something impacts how your audience interprets it

EYE CONTACT
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BODY LANGUAGE

Facial 
Expression

Movement and 
Posture

Gestures

Touch

Space

LISTENING

1.  Ignoring 
2.  Pretend listening or patronizing 
3.  Selective listening 
4.  Attentive listening 
5.  Empathetic listening

Covey, Stephen R. The Seven Habits of Highly Effective People: Restoring the Character Ethic. New York, Simon and Schuster, 1989. 
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APPLICATION

Scenarios: 
•  You are asking your boss for a raise.
•  You are giving constructive criticism to a colleague.
•  You are trying to calm down a frustrated client.
•  Create your own. 

CULTURAL AWARENESS



Professional Communication 
Certificate 17

PUBLIC SPEAKING REFLECTION

What aspects of public speaking do you want to continue 
improving on? 

What steps will you take to improve? 

How will you use what you learned in this course in your future 
interactions with others?
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CAPTIVATING YOUR AUDIENCE 

Elevator Pitch

Who are you? What do you do? What do you want?

My Elevator Pitch

Scenario 1: Networking Event: You're at a career fair talking to a representative from a company 
you'd love to work for. Adapt your pitch to highlight relevant skills and experiences for potential 
positions at that company.

Scenario 2: Meeting a Professor: You're introducing yourself to a professor whose research aligns 
with your interests. Adapt your pitch to express your passion for the field and a desire to learn 
more about their work.

Scenario 3: At a Social Gathering: You are at a social gathering, and someone is asking about what 
you do. They are not in the field you are in. 

Scenario 4: Interview with a Non-Profit: You're interviewing for a volunteer position at a non-profit 
organization focused on a cause you care about. Adapt your pitch to highlight your passion for 
giving back and any skills relevant to the organization's mission.

Scenario 5: Coffee Chat with an Alum: You're meeting with an alumnus from your college who 
works in your dream career path. Adapt your pitch to show your interest in their career journey and 
ask for potential mentorship opportunities.

ADAPTING YOUR STORY
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Who are you? What do you do? What do you want?

My Adapted Elevator Pitch

My Scenario: 

Debrief/Notes
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BUILDING YOUR BRAND: 5 P’S

Personal

Pointed

Purposeful

Prioritized

Profitable

Define your purpose Audit your personal brand equity

Reevaluate and adjust your brandEmbody your brand

Webber, Aaron. “The 5 Ps of Personal Branding.” Ascent Publication, 13 June 2019, medium.com/the-ascent/the-5-ps-of-personal-branding-c4f413c5dd8d.
Avery, Jill, and Rachel Greenwald. “A New Approach to Building Your Personal Brand.” Harvard Business Review, 1 May 2023, hbr.org/2023/05/a-new-approach-to-building-your-personal-brand.
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UTILIZING SOCIAL MEDIA

TYPES OF SOCIAL MEDIA POSTS



Professional Communication
Certificate 22

APPLYING YOUR BRAND TO SOCIAL MEDIA

Define your brand: 

Scenario:

Platform A:

Platform B:

Notes/Debrief: 
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CAPTIVATING YOUR AUDIENCE REFLECTION

What are you currently doing well when looking to be captivating 
with an audience?

How can you adapt your story to different types of audiences?

How can you use this information to captivate different audiences 
in the future?
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EMOTIONAL INTELLIGENCE AND COMMUNICATION

Passive Aggressive

AssertivePassive-Aggressive

Emotional intelligence is the ability to identify and manage your own 
emotions as well as the emotions of others

COMMUNICATION STYLES
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Emotional intelligence is the ability to identify and manage your own 
emotions as well as the emotions of others

WHEN MISTAKES HAPPEN
Own up to your mistake to begin moving forward.
• Take responsibility for your mistake and avoid blaming others.
• Apologize, if necessary, but focus on solutions and future actions, not dwelling on the past.

Change your ways
• Investigate what went wrong and how you can prevent similar mistakes in the future.
• Respond quickly to demonstrate you've learned and can be trusted.
• Turn the mistake into a learning opportunity.

Utilize your support network
• Seek advice and perspective from a trusted colleagues or mentors.
• They can offer guidance on how to address the mistake and rebuild trust.

Get back on track
• Don't let mistakes stop you from trying new things and experimenting.
• Remember, recovering from mistakes showcases resilience and perseverance, valued qualities by 

employers.

Recognize the severity of the mistake
• Group mistakes may be easier to overcome due to shared responsibility.
• Mistakes involving broken trust require sincere apologies and patience to regain trust.

APPLYING THE AKPSI LEADERSHIP METHODOLOGY

Clarify

Act

Analyze

Gallo, Amy. “You’ve Made a Mistake. Now What?” Harvard Business Review, 28 Apr. 2010, hbr.org/2010/04/youve-made-a-mistake-now-what.
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EXPRESSING EMOTIONS

Relevant 
Emotions

Irrelevant 
Emotions

WHEN OTHERS ARE EMOTIONAL

Keane, Meghan. “How to Harness the Power of Emotions in the Workplace : Life Kit.” NPR.org, 10 Dec. 2019, www.npr.org/2019/11/21/781673489/how-to-harness-the-power-of-emotions-in-the-workplace.

DIFFICULT CONVERSATIONS: GIVING NEGATIVE FEEDBACK
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Keane, Meghan. “How to Harness the Power of Emotions in the Workplace : Life Kit.” NPR.org, 10 Dec. 2019, www.npr.org/2019/11/21/781673489/how-to-harness-the-power-of-emotions-in-the-workplace.

DIFFICULT CONVERSATIONS: RECEIVING NEGATIVE FEEDBACK

APPLICATION 
My Scenario: 
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EMOTIONAL INTELLIGENCE AND 
COMMUNICATION REFLECTION

What new information did you learn about emotional intelligence?  

In what ways do you want to be more emotionally intelligent while 
communicating? 

How can you encourage emotional intelligence in others? 
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CERTIFICATE REFLECTION

Where are you now in your understanding of these topics 
compared to where you started?

How have your perspectives changed? If they haven’t, why do you 
think that is?

What are you still struggling with or want to explore further as it 
relates to the topics we covered?
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NOTES
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