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ISSUE: Dear Eagles,

As you might already know, | am Umashankar
e« Best Practices for Ketheeswaran, a second year student in IT.

PrOfeSSionGI EmC”l In September 2019, | applied for both the Tech Doc
H _ Technician/Marketing Associate volunteer position, and
ETIqueH-e 2 the New Beat Editor work study position, with the hopes
RN that | can be more involved, spread my wings and learn to
“lt's great fo be fly.
involved and be part
In September, | attended the interview at Tech Doc and

Q 1"
Of a CommUmTY = 3 then the interview for the New Beat Editor posifion; | got

. York U Alumni-4 selected for both the positions.

My Technician/Marketing position at Tech Doc has helped
° NeW CO”ege EVGHTS me to be part of a wonderful Business & Technology
and Services -5 oriented community. Tech Doc allowed me to provi<:{e FREE

Tech-Support for fellow York U students & gain real time
work experience as a Technician. Once | got my posifion
change as Marketing executive & Tech support specialist
at Tech Doc, | was able to help organize and host various
workshops, social & professional events allowing me to be
part of the growing community, which Tech Doc has been.
My journey as the New Beat Editor has allowed me to gain

READ experience as a writer, and also helped me spread my
wings by letting me meet & ftalk to people | wouldn't

ONI. normally meet.

www.new-college.laps. It feels great to be part of these two communities.
vorku.ca/new-beat- This school year, | have met wonderful people, had great
experiences and created so many valuable memories. As
newsletter/ my journey as the New Beat Editor comes to an end, |
highly recommend one of you to start thinking about
applying for the position.

Also as this school year comes to an end, another school
year awaits us. | am thrilled and look forward to applying
for another work position at York U. | would also like to get
more involved with New College extracurricular activities.

Eagles, don't miss out, make sure that you also come out
and visit the New College Lounge, New College Council
office, Club Offices & get involved and hope to see you
spread your wings.

Umashankar Ketheeswaran
New Beat Editor,
New College Council



http://www.new-college.laps/

Best Practices for Professional
Email Etiquette

Sidra Saeed
Co-President, APAA

Emails are a part of business, for both employed professionals and job seekers alike. Since most
people are being inundated with emails every day, you want to do everything you can to
ensure that the emails you send get read. From a respectful email greeting to a professional
email format, writing well can make a big difference. So read on for professional email
etiquette fips that will increase the odds of your emaiils being read rather than trashed.

1) Specify your subject line
Title your emailin such a way that the recipient immediately knows what
the message is actually about.

2) Use a professional email address \
Proper email etiquette calls for sending emails from your business email
address, rather than a personal email address. &

[

3)Use professional email greetings ATKINSON
While it may be tempting to use informal salutations when emailing PROFESSIONAL
associates and friends at work, you should use the same professional :g:;’;::l'g:
greetings you typically would if writing business correspondence with pen

and paper. So think "Hello" rather than "Hey."

“Tt tought me a maltitude
of crucial soft skills Hhrough
which T was able +o
H i ” Jumpstart my career and A
4)(Mostly) avoid “reply all 5o make & postive mpash
i the York community by

It's usually a good idea to forego the temptation to hit the “reply all” Pt s oo
option when sending professional emails. MMM “
Proper email etiquette aside, it can be quite annoying for people to be

includedin a group emailif the content of the message has nothing to do bt ety In e

. i1 student extra

W |Th T h em. curricular’s, T wouldn't
have been avle o meet
S0 Many unigue, creative

avd talewted studevts,
5)Proofread e ot
Sometimes people pay less attention to spelling and grammarwhen A
composing emails than when writing actual letfters, whichis the way

[NV
business correspondence was traditionally done. But the truthis that é °L am very grateful for

1"

. . . . +his journey, avd the
proper spelling and grammarr still counts, even in the virtual world. lifelono friewdships that

T've gained in APAA”

P ERICALAM
6)Keep it short and sweet s

When it comes to your business emails, the shorter the better. Keeping claorate aud amest
your emails concise and to the point means not only less tfime spent o e
crafting your email, but also a timely response from the person you exsbre moré oions

available in vy ficld.”

emailed. Trust us — no one wants to read a novelin theirinbox. JENNIFER KWOK

. “We are a group of
7) Acknowledge emails bl e o
. . . . " . other out for
With business email etiquette, it's always a good ideato send a response, whatever it ay be

. . and T personally loved
regardless of if the person emailing you requests one. You should not only bor._tnart”

acknowledge all emails, but also do so in a timely fashion. BN URIAN ARSI

“With the help of APAA,
T was able to meet
students, alumwi, and
employers that T vever
would have been able to
normally.”

8) Avoid all caps

Using all capital letters in written communication is like shoutingin a face-
to-face conversation — and no one likes to be yelled at. So it's usually not

1 ANDY SUH
appropriate or proper email etiquette to employ all capsin order to o :
sa
wmmun;quifa;' TI've
never came across dUITII‘A@
my time at York.”

convey your message.

9) Double-check the email address JAMES AUSTRIA

Supportive commanity
that allowed me to
make some lifel
friewdst” e
CINDY QUACH

recipient'sinfo before hitting the “send” button. If you make a habit of
verifying the receiver'sinfo, you'll avoid making these mistakes

When it comes to business matters, the last thing you wantis to send an ‘ Theomh ATAN T s
emailfo the wrong person. That's why you should double-check the ﬁmnmaww

10) Sign off in style “By vorking with APAA,

T was able to be part of

It'sa goodideato have an email signafure as a component of your A amatli ol ek

orgavize and plan events
corporate identity. It willmake your emails come off looking more - it
legitimate and professional. In fact, you can look at your email signature as - : MICHAEL DAVAG
the digital equivalent of your business card with words such as “best
regards”, “sincerely”, “looking forward to hearing from you” or a simple

“thank you".

Maintaining a professionalimage includes communicating properly, and that, of course,
includes emails. Email is a powerful, professional tool, both in the workplace and for
networking, and these email etiquette tips will give you a good start.




35 Tech Doc YorkU Official Partner: ComgTIA, .

+ech Doc

Proud to be Umashankar Ketheeswaran . i .
“CLUB OF THE Marketing Director & Tech-Support Specialist,
YEAR” Tech Doc

“It's great to be involved and be
part of a community”

York University 3 é i

Tech Docs

Don't miss out, make sure you come out to events & workshops held by clubs. There
are over 130 clubs that are social, professional, hobby, sport, & faith based, from which
you can get involved with and start making a difference. Also, you can go to the New
College Lounge, Room 107, Where you can mingle with others, play some foosball and
socialize.

Tech Doc is a student-run club at York University. Created in 2019, its’ mission is to serve,
encourage and help students, technologically and financially, to strive for greatness and
achieve success. Tech Doc is an official partner of RBC & CompTIA. Our mission is to
provide our members, York University students and community, with great services,
support, certificate courses, networking events, workshops, social events, volunteering
opportunities, job alerts and other partnered events for free, or as affordable as possible.

For the past year, Tech Doc has been working to create a welcoming community for all
students at York University. Our club has held social events such as the Microsoft Gaming
Event, to welcome students who are interested in gaming to be part of TDG (Tech Doc
Gaming) community. We also offer various workshops, such as resume, HTML, &
Computer Building/Buyers Guide, with the intention of welcoming students who are not
very social but enjoy attending a semi professional/social events. We have also held
networking events such as the Money Talk Part 1, IT Alumni Networking Event, and
Professional events sponsored by RBC for those who are looking for professional
opportunities or to just grow their network.

Tech Doc Provides

FREE Tech-Support for students,

> FREE ks

»  Tech-supportin our office during our office hours

>  If you require Tech support outside our office hours, kindly We Offer FREE

Java Installation/Setup
New Computer Setups

emailor DM us

Virus Detection and Cleanup
0S Optimization

Event Technician Service, (Technicians, who can be Lag Repair
booked to help with events). General Installation Help
> FREE Microsoft Office Installation

>  Service willbe provided for your entire event, And Other support

»  Willhelp prevent and fix fechnical problems making sure the
eventsruns smoothly,

»  For booking email or DM TechDoc

@techdocyu
[B) @techdocyorku

support@techdocyorku.ca
events@techdocyorku.ca
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