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Email Effectiveness
Objective: To simplify email effectiveness, in this module we cover dealing with spam, organising files, using receptive and expressive language, formatting, using software such as Mailchimp, goal setting, segmenting, and growing an email list. 

Video Script:

"Welcome, Volunteer Managers! We’re now diving deeper into the business and professional digital skills you’ll need to lead your teams effectively. Remember: we’re here to strengthen your digital skills so that you can help your volunteers achieve opportunities that might not otherwise have been available to them, and so that they, in turn, can help their communities.

Let’s start with email. Almost every job requires at least a basic level of email effectiveness. In fact, most employers require people to successfully communicate by email before they even interview, as nearly every organisation requires a resume and online job application. When selecting candidates to interview and hire, employers tend to communicate via email to coordinate times, to create contracts, and to ask questions…

And once a candidate has got the job, they’ll have to use email even more. Research shows that over a quarter of the average employee’s time at work is spent on email, and that more than 4 out of 5 workers are expected to keep their email open throughout the workday, to stay in touch.

People use email to communicate with their colleagues about tasks, to send proposals and invoices to clients, and even to negotiate contracts and major projects.

While this level of email effectiveness is expected of most employees, it’s not often included in their training; nowadays, email is considered an essential skill. Employers expect employees to know how to use email from the get-go. So, if someone doesn’t know how to manage their inbox, they’ll likely get left behind. 

Email is a highly profitable marketing tool. Studies show that for every $1 spent on email marketing, businesses get $36 in return. Effective emailing delivers opportunities, revenue, and success at an affordable price!

All of this is possible because email is personal. There are 3.9 billion active email accounts! When you reach someone via email effectively, you can connect with them on a powerful level. 

As you can see, email effectiveness can help individuals find and secure jobs. It can help them keep up with their job, colleagues, projects, and clients. Even more, email can enable them to negotiate, make money, and find success. It can even bring them clients, customers, and sales! 

Whatever career path a person chooses, email is likely to play some sort of role –– which is exactly why we’re going to break down how to strengthen your email effectiveness, so that you can help others. 

Unfortunately, over 1 million Australians living with disability didn’t use the internet. Of this group, 250,000 didn’t have the confidence or training to do so, and most of the rest didn’t have access to technology. The same research showed that 1.4 million older Australians didn’t use the internet –– 1 in 5 of these because they lacked the confidence or training to do so.

We believe that everyone should feel empowered by the opportunity to learn how to use technology. Therefore, we work to increase confidence, share knowledge, and equip people in our communities with the tools they need to reach their goals, whether the goal is to share an email with friends and family, or to manage their email accounts at work… or even to use email marketing to find a fulfilling career! And, hey –– maybe you’ll learn some fantastic skills that will help you with your life and goals…

Ready to help us to help you do that? Great! Continue learning in our reading portion to develop your email effectiveness, from dealing with spam, to organising files, to utilising email software and growing an email marketing list. We’ll see you there!”



Reading Portion:


Email Effectiveness 

Welcome to Email Effectiveness! In this module, we will learn simple yet powerful email principles to help you – and enable you to help others – to open up new opportunities with digital skills. 

We’ll establish email expectations in the workplace and describe the skills you’ll need in your role as a Volunteer Manager. From foundational to more advanced techniques, we’ll make building email effectiveness feel as easy as hitting the ‘send’ button!

How Much Does the Average Professional Use Email?

Email is now an integral component of most people’s workdays. In fact, most employees start and end their days by checking their inboxes! 

Research shows that over one quarter of an employee’s time at work is spent on email, and that more than four out of five workers keep their email accounts open on their computers, to keep updated on projects. Because email can take up so much time in the workday, it’s essential that everyone feels confident navigating, using, and organising their inboxes.

Overall, the average worker uses email to:

· Communicate internally with colleagues and managers.
· Communicate externally with stakeholders and customers.
· Create proposals and negotiate projects.
· Market products, programs, and services to customers and stakeholders.
· Resolve problems, organise information, and send out resources.

What Basic Email Skills Do Modern-Day Employees Need?

Depending on the workplace, employees will need to know how to use and navigate Gmail and/or Microsoft Outlook. For the most part, these platforms have the same features, but the user experience is slightly different. Being familiar with an email platform can give you the extra confidence to communicate with success.

On a basic level, you should be able to:

· Format your email with an appropriate subject line, greeting, and sign-off.
· Attach files and documents.
· Use receptive, grammatically correct language. 
· Manage your spam inbox and know the signs of fraudulent emails.
· Keep your inbox organised. 
· Reply and address the correct recipients in their messages.
· Send and check emails in a timely manner.

We’ll explore some of these skills next!

Building Foundational Email Skills 

This section will break down some of the most basic email skills you’ll need to feel confident in your role and in your workplace. 

Dealing with Spam

Most of the time, email platforms automatically catch signs of a fraudulent email and send them directly to a user’s spam inbox. But sometimes, these emails make their way into users’ main inboxes, putting them at great risk.

Spam emails are likely trying to steal information, identities, login information, or money. This can put you in harm’s way, and if you fall victim to a spam situation at work, you can also put the company at risk.

There are a few ways to deal with spam and phishing with ease:

· Regularly clear out your spam inbox. Don’t ever open any emails in this section unless you 100% know it’s not actually spam!
· Check the email address of the sender, not just their name... If the email address is completely irrelevant or misspelt, it is likely to be a fraudulent email.
· Don’t give out sensitive information, such as passwords, credit card numbers, or personal data, via email.
· Don’t open external links or download files you aren’t familiar with.
· When in doubt, ask a colleague for a second opinion. 
· Only use your work email for work purposes.



Organising Files

By email, people receive important information and files they’ll need to be able to find and access throughout the workday quickly. If your inbox is not organised, you can waste time and fall behind simply trying to find a file. 

To help:

· Organise emails under tabs and folders. “Star” or create a file for important emails so you can access them at any time.
· Delete emails you are 100% sure you won’t need in the future, to keep your inbox from getting cluttered.
· Unsubscribe from or block spam emails. 

Basic Professional Email Formatting

Work emails are different from personal emails. When addressing your friends or family via email, you can talk casually. But work emails should be more formal. This can ensure respect and professionalism when talking with a volunteer, stakeholder, or manager. 

Here’s the basic format to follow when writing a work email:

· Subject Line: Your subject line should be brief, yet specific enough to describe the purpose of your email. 

· Examples: “2022 Budget Review” or “Follow-up Question on the New Volunteer Project.”

· Greeting: You should start your email with a greeting followed by a comma and a space, like a letter.

· Examples: “Dear [Name],” or “Good morning, [Name],”

· Body: Next, you’ll need to write your message. This should include the main purpose or point of your email, any context or additional information needed for clarification, and end with a brief summary of what you talked about or what action needs to be taken.

· Sign-off: Close your email thanking the recipient for their time. Before signing your name, you’ll need an appreciative sign-off.

· Examples: “Thank you,” “Best regards,” or more casually, “Cheers,”

Using Receptive and Expressive Language

Communication is at the heart of success. How people interact with their teams, managers, stakeholders, and customers can make or break a program’s success and either positively or negatively affect career development. 

Now, you don’t need to be Shakespeare or write a best-selling novel… You simply need to be able to use receptive and expressive language, as well as correct grammar and spelling to ensure that your email is understood and that you seem professional.

Receptive language is our ability to comprehend a message. So, it’s how well you can understand an email you’ve received. When reading a work email, be mindful not to quickly scan it – this can breed misunderstandings and even mistakes. 

Instead:

· Read through each line carefully. 
· Look for context, tone, and the main points. 
· If you are confused by any message, never be afraid to ask follow-up questions. It’s much better to ask for clarification than to jump to conclusions.

Expressive language is our ability to communicate a message. So, it’s how well we can write an email. 

Strengthen expressive language by:

· Writing a message, the same way you’d say it out loud. This can ensure that it makes sense and flows conversationally. 
· Don’t be afraid to be specific, to give context, and to clarify where needed. 
· At work, always try to keep a respectful, objective tone. 
· Proofreading before you send any message, no matter how short. Read over it, to make sure that you’ve included everything you meant to, looking out for anything you might have missed. Always run your email through spell check, as well. You can also download free programs such as Grammarly to your computer to help check more advanced spelling and grammatical errors.



Building Advanced Email Skills 

You’re doing great! Having covered some of the foundational email skills, let’s move on to more advanced email strategies. These techniques will be helpful for volunteer managers looking to incorporate marketing in their programs. Email marketing is one of the most affordable and profitable ways to advertise. 

Goal-setting

First things first: We need to set a goal! When marketing a product, you need to know the end goal. That way, you can aim and hit the target!

Be S.M.A.R.T. with your goal –– make it Specific, Measurable, Attainable, Relevant, and Time-bound. For example, let’s say you’re creating an email campaign to promote a new program. This means you will be creating and sending out a set of emails to your audience to advertise it. Your goal could be to find new volunteers interested in taking part. Or your goal could be to find sponsors. Make your goal measurable by aiming to find a certain number of new volunteers or sponsors! Be sure this number is attainable based on your resources. Ensure the goal is relevant, as we want to make sales and spread the word about this new clothing brand. As the cherry on top, you’ll want to put a deadline on your goal to help you stay focused and achieve it.

Remember: Setting a goal or purpose for an email is always the first step. From there, you can use your expressive language skills to write an email that entices people to want to volunteer for the program, or to encourage organisations to sponsor it!

Growing an Email List

Once your email goals are set, it’s time to find users to send your email to. There are several ways to accomplish this:

· Add a feature on your website for users to sign up for your email newsletter. Give them a reason to sign up, too. Maybe you send out a biweekly or monthly newsletter with free tips, news, and resources!
· Advertise your email newsletter on your blog, social media, and other platforms. This can help you stay in closer contact with your target audience and potentially convert them into volunteers, sponsors, or other stakeholders. 
· Give out a ‘freebie’ to anyone who signs up for your email list! 
You might create a free guide for helping in the community, based on your new program. You would then advertise this free guide. Users will be able to download it in exchange for inputting their email on your website. The guide will be automatically sent to them, and you’ll also have them on your email list! It’s a win-win.

Utilising Email Marketing Software: Mailchimp 101

We’ll end with email marketing software. Many organisations use software such as Mailchimp to design, schedule, and automate email campaigns. It can help make email marketing faster and more effective.

Here’s a quick overview of how to start using Mailchimp:

· Create a Mailchimp account.
· Import your email contacts to Mailchimp to start building your mailing list. 
· From there, Mailchimp allows you to pick an email template. This makes it easy to add the text, images, and any information you want included in your email.
· Next, you can choose who will receive your email.
· Finally, you can hit send or schedule your email to send out at a specific time.

That’s just the beginning! Mailchimp also allows you to see insights as to which users opened your email! This can help you know what works and what doesn’t. 

You can schedule out several emails at a time, and even target specific users: perhaps those who may volunteer, and those who may sponsor. Or maybe those who’ve sponsored in the past. This is what we call segmenting –– making smaller email lists targeting unique groups, so you can personalise your marketing campaigns even more. The options are endless! 
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