Articles

lof 3

http://www.informit.com/articles/printerfriendly.aspx?p=1748767

Communication Tips for Technology in'n"n" ®
Professionals

By Leo Wrobel
Date: Sep 29, 2011

Return to the article

Technology professionals who are serious about seeing their career elevate beyond tle level of bits and bytes will gc
above and beyond what their peers choose not to do. Noted author and technical futist Leo Wrobel explains why
verbal and written communication skills are key to not only keeping a job but climng the corporate ladder.

Your training and effort has paid off. You have hired into that first professional osition or secured that first bic
promotion into management. You are now in a place where, as my dearly departed fatlr used to say, you now ge
paid for what youknow and not for what yotdo. Pat yourself on the back and take a bow. Not everyone makes it, ar
these days it is tougher than ever. So now what? Well, for starters, itces back tchool again on what will now be th
most important focus: communication

Back in your college or tech school days, classes in management, math, science, aninformation technology
probably occupied most of your time. Perhaps these classes were eveneasy for you. After all, you did gravitate int
your present technical position didncet you? It is likely that you did so because yhad an aptitude for it, because yot
were good at it, and because you enjoyed doing it. These facilitators helped you ge hired into the business world anc
into a technical position where all your hard work as well as your educational yez translated into a paycheck. So fa
so good, right? Then you entered management, and itces not all about technology anore.

Verbal and written communication is now the most critically important skill to masr in your new role. Stated anothe
way, what does it matteiwhat you know if you cancet illustrate it in writing or the spoken word to your supet,
subordinates, and peers in the workplace”

What Companies Want

Technology professionals who aspire one day to stop writing code, swapping circuit loards, or administering
networks need to develop the skills that allow them to effectively communicate witothers. In fact, according to one
friend of mine who has worked for years in management hiring, potential employers cnsider communicationsonot
technical prowessohighest on the list when recruiting. When major corporations callon executive recruiters to recrui
technology a professional for their organizations, the recruiter is called upon iso help the company to identify
candidates with not only technical skills but also exceptionally strong verbal andritten communication skills

Technical skills alone, relatively speaking, are not that difficult to find. In fa, chances are that potential technice
employees in places like India, China, and Korea are ahead of you at least in termof the Ohardo sciences and skill
Exceptionally strong verbal and written communication skills, however, must be devoped and refined, and these
skills are actually rarer. According to my friend, his search for the Orighto tal is multiplied in complexity due to the
need for effective communication skills. Because companies place such value on suct skills, a superior competency
in this area can be used to differentiate you from the pack and advance your caree

Improving Verbal Communication

While you concentrated on math, science, and computer related classes in college, oids are that nobody told you tc
also give your best effort in a speech or debate class.

Why is verbal communication so important? The answer should be apparent: Technolog professionals who wish tc
progress to team leadership and managerial roles will eventually expend much more dort interacting with their tear
as well as business owners across the corporation. They spend far more time in meengs and other verba
communication settings than theycell invest into working with bits and bytes. Congr project-funding requests, for
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example.

In many IT departments today, the ability to get funding for a proposed project isargely dependent upon &
technology professionalces ability to present the business value behind a technolo project in a group setting. This
skill set encompasses more than classy PowerPoint slides. The decision-makers in filance or upper managemen
(often one in the same) must believeyou. You must be credible. Failure to properly communicate in a group settin
where your audience is generally made up of higher level managers and executives vl frequently result in a lack o
funding.

Weceve all been there. Therefore, make sure you are knowledgeable about the subjecou are getting ready tc
present. Research your facts; practice what you are going to say and how you are gng to say it. When you go tc
make your presentation, let go of yourself and concentrate on your audience. Anticiate their concerns as well as thei
guestions. Go into the meeting primed and ready for success

Setting aside my wisecrack about karaoke bars, serious technology professionals whiwish to overcome a fear of
public speaking might consider joining a loca Toastmasters Internationa chapter. These chapters are available
across the country and meet on different days at different locations. Chapters exis to help members to improve
communication and leadership skills and build self-confidence

OShocked, Appalled, and Dismayed!o: Improving Writter
Communication

NOTE

Shocked, Appalled, and Dismayed!: How to Write Letters of Complaint That Get Results , by Ellen Phillips Vintage
Books, 1 1997.

Whether you think about it or not, you communicate in writing every day. Doncet urestimate even trivial things, liki
email. Every time you send an email or a corporate memo, youcere sending out impreons of who you are, what yol
do, and how you do what you do. Moreover, you are sending each missive in a traceae written form. Be serious,
even in emails.

And for Godces sake, if you are indeed serious about your professional imprint, les the texting and social medic
home unless it is directly germane to the audience. | doncet mean never send a texessage, but reserve such
informal communication to close in day-to-day tasks, preferably with peersonot supeiiors or subordinates.
Remember, anything that goes out to a broad audience is actually an advertisement r you. Written communication of
any kind can be a first impression that cancet be taken ba

Technology professionals who need to improve their written communication skills migt consider taking a college
level business writing class or two. For example, | took a class in business corresjondence during graduate school.
For our first assignment, we were given 20 minutes to write the following letter i class:

* Imagine you work for an outfit called Company A. Company A has 250 employees and dos $25 million ir
business each year. Because Company A is a family-owned business, you know the CEO ersonally. You alsc
know the Company A CEOaes best friend, who is the CEO of another firm, Compan:. The two golf together,
dine together, and are inseparable friends. Company B is a critical business partnewith Company A. Here it
your problem:

+ Company B is 90 days late on a multimillion obligation to your company. It is rumoid that Company B is ir
serious financial trouble. If Company B declares bankruptcy, it would be ruinous o your firm, perhaps sc
much as even dragging Company A into bankruptcy with Company |

+ Your assignment is to write a letter to Company B that (a) tactfully seeks informion as to the multimillion dolla
obligation, (b) respects the sensitivity of a person whom you know is a close frien of your CEO, (c) does not
offend your own CEO by virtue of the letter being sent, but which most importantlyd) alleviates the financia
risk to Company A andgets your companyces money

Try this assignment for yourself. The letter you write will give you an appreciatic of why your boss earns the bic
bucks. He or she can probably write such a letter effectively, indicating that thecan handle thorny and multi-facete:
problems. | have actually used this same exercise as part of the interview processin order to gauge the writing ant
thought processes of a management candidate
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Summary

Executive recruiters confirm it. The biggest difference between candidates who are imited to OC levelo jobs and thos
who receive the choicest offers is the quality of verbal and written communication kills. Isncet this fact alone worth t
cost of a refresher college class or joining a professional speakerces organizatiorlsnaet it worth it to elevate ya
career, compensation and future? We would beshocked, appalled, and dismayed if you believed otherwise

Seek out opportunities to speak before groups. Do the scripture readings at church « synagogue. Go sing at ¢
karaoke bar if it helps! But also get used to getting up in front of people and preenting compelling arguments tha
support your position or establish a proposition. The more you do it, the easier will become.

Technology professionals frequently fail to understand the significant impact of wtten communication. When sending
an email to their boss, for example, they fail to take the time to write in complet sentences or to even check spelling
and grammar. You will not lose your job for such sloppiness, of course, but neithewill you be considered promotior
material. Whenever you send an email, make sure it articulates a cogent point. Be sre that the message you senc
presents a business case or clearly establishes your proposition. When addressing esuperior in an email, it is almos
always better to err toward the formal rather than the casual and inform.

Yes, itcethat important!
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