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Supporting learners with creating email messages 

Although digital communication is becoming more informal with the expansion of social media 
platforms, email continues to dominate as a preferred method of communication in the 
workplace.  Being able to craft a clear and well-written email can be key to grabbing a potential 
employer’s attention when applying for a job or building respectful relationships with 
colleagues. 

It is important for learners to understand the conventions for how an email is typically 
organized and the kind of language used in different situations.  Even if a learner is not looking 
to obtain employment, they may need to write more formal emails for other reasons, such as 
emailing a company about a complaint. 

If the learner is in a LINC class, they will learn about email writing in different contexts as they 
progress through the levels.  

 

Common challenges for learners include: 

 Not including a subject line, or putting the body of the email in the subject line 
 Using inappropriate salutations 
 Understanding the importance of paragraphing 
 Using appropriate language for the relationship to the receiver 
 Typing errors (for example, using commas instead of periods and using the space bar 

instead of return) 
 Using text message conventions when writing emails 

 

Helpful reminders 

As a tech tutor, your objective is to provide support for the technological aspect of composing 
an email message, not on the development of the English language skills related to the 
message.  While you are walking the learner through different discrete tech skills related to 
email, such as how to use Cc and Bcc or writing a subject line, you can touch on some of the 
cultural aspects related to the language expected, but this will not be the focus of the session. 

Some of the common challenges listed above are due to weak keyboarding skills, encourage a 
learner struggling with this to try online typing practice activities to further hone their skills. 

 


