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COURSE OUTLINE 

Full details of modules and topics covered in this e-learning course: 

DURATION: 

1 Month 

CPD Points: 
2

COURSE AIMS: 

This e-learning course is different to most communication courses in that it focuses on the way that 
communications and information are managed within an organization rather than personal 
communication techniques.  

DESIGNED FOR: 
• Anyone who needs to lead a team
• Anyone who wants to get to know about communication styles
• Anyone who wants to get the most out of every day

This includes senior managers, line managers and supervisors, administrators, project managers and many more. 

ABOUT THIS COURSE:

TOPICS COVERED IN THE MODULE: 

Module One - covers the definition of online communication, connecting to the internet, real-time and 
delayed communication, types of online audience, the internet and the law.

Module Two – you’ll look at email structure, language and tone, web pages, texting, social media, 
wikis and instant messaging.

Module Three – covers video conferencing features, preparation and good practice, video 
presentation features, structure, audience and software, audio conferencing features, preparation, 
software and good practice.

Module Four – You’ll go through a summary, communication forms, audiences and finally writing and 
speaking online.
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Communication is a key, must-have skill in today’s employment market. This
short online course will help prove to employers that you’re able to 
communicate confidently and effectively online to different audiences.



3 | P a g e

MODULE 1:  INTRODUCTION 

Topics covered: 

1 Welcome

2 What will you cover

3 What is Effective Online Communication?

4 The Internet

5 Connecting to a Network

6 Real Time and Delayed Online Communication

7 Online Audienced

8 Types of Online Audience

9 Using Language Online

10 The Internet and the Law

11 Test yourself 1, 2, 3, 4 and 5
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12 Summary

http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(YRGblITOOa1b)&c=(DtmdfpZVOL85)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(94SBzIr75jHk)&c=(Xooqdd2dHwDb)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(z.jLFe.YNUdT)&c=(NeCJr-kbhcEB)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(BQm4xa6ZQ1TH)&c=(yhAQ6E.dsrSP)&q=4
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(tjv8OUa16DJg)&c=(Kn4EQI-r8sWp)&q=5
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(CQfjEAIM4kJU)&c=(U0ma4BpYi4es)&q=6
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(yTr9QmwyYlo4)&c=(JkySjK7TEidN)&q=7
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(yTr9QmwyYlo4)&c=(JkySjK7TEidN)&q=7
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(W4M7YkAV1pIy)&c=(nmTzPlAXTNc8)&q=8
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MODULE 2:  WRITTEN COMMUNICATION

Topics covered: 

1 Examples of Written Communication

2 Case Study - Jasmine

3 Email

4 Email Language 

5 Email Structure

6 Email Tone

7 Case Study - Jasmine's Email From Mark

MODULE 3:  SPOKEN ONLINE COMMUNICATION 
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8 Web Pages

9 Texts

10

11 Blogs and Other Social Media

Case Study - Longmerton Trust's Patient 

12

13 Test Yourself 1,2,3,4 and 5

Wikis and Instant Messaging

Topics covered: 

1 Examples of Spoken Online Communication

2 Video Conferencing

3 Video Conferencing Preparation

4 Video Conferencing Good Practice

5 Case Study - Longmerton NHS Video Conference

http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(iJN01dGi5yt8)&c=(nqWx0-GVrvsc)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(8jno16QGT9bp)&c=(hx6NmeA4d.kQ)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(TOMe8s2CFnTx)&c=(JDmdwEZH410D)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(UO9YsvITnme6)&c=(FOhIjy8of9dd)&q=4
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(Dkbe.rhKDm5K)&c=(-CeIeJjzIhRC)&q=5
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(xwYqEIRukOZz)&c=(leDU80SYD3WQ)&q=6
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(656Z3oFFnOLG)&c=(D-jTQV0DMgHp)&q=7
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6 Video Presentations - Audience and Environment

7 Video Presentations - Structure and Materials

8 Case Study - Jasmine's Presentation Checklist

9 Your Online Presentation 1

10 Your Online Presentation 2

11 Audio Conferencing

12 Audio Conferencing Advantages & Disadvantages

MODULE 4:  SUMMARY 

Topics covered: 

1 Spoken Online Communication

2 Effective Online Communication

3 Online Audiences

4 Writing Online

13 Audio Conferencing Software

14 When to Use Audio Conferencing

15 Preparation For Hosting an Audio Conference

16 During the Audio Conference

15 Case Study - Jasmine's Audio Conference

16 Test Yourself 1,2,3,4 and 5

5 Speaking Online

6 Conclusion

http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(yGb9YSQ9x3xy)&c=(MYh-js3496YQ)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(yQBr5V5sJORi)&c=(cbrH.mcfMqts)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(pyJdqstXlBjo)&c=(DJWivm3zdJpd)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(eqk046EyH2ha)&c=(DQ3JZdnH1sns)&q=4
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(A.amQ1x41Xy4)&c=(pF8ilsKQRJoH)&q=5
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(pXGPglvXtvBM)&c=(XdKZFxIEf0EY)&q=6
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(ZlKgG4HLEGMK)&c=(fyPP.qkfAH.U)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(ipS-ossU--Mb)&c=(lxNSIDWhxUvX)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(EIosyfZWFata)&c=(izDolW2W-oBK)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(huPH6fvmvY72)&c=(GRXsR2VaQZDq)&q=4
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