CONFIDENT
COMMUNICATION

MASTERING COLLEGE
CONVERSATIONS

COMMUNICATING
WITH PROFESSORS

Prepare Beforehand: Know what
you want to ask or discuss.

Use Professional Language: Start
emails with “Dear Professor [Last
Name]” and end with “Sincerely.”
Be Respectful of Time: Ask if it's a
good time to talk or request office
hours. Avoid last-minute requests.
Ask for Clarification: If something
isn’t clear, it's okay to say, “I'm
trying to understand this better—

COMMUNICATING
WITH PEERS

Confident communication is the ability to express yourself
clearly, assertively, and respectfully, while maintaining self-
assurance and openness. It involves:

expressing yourself clearly and assertively,

using strong body language and a steady tone of voice,
actively listening to others,

staying emotionally composed, and

being well-prepared to speak with authority.

COMMUNICATING
WITH STAFF &
ADMINISTRATION

Be Clear and Concise: State your
purpose directly: “I'm here to ask
about financial aid options.”

Stay Calm and Courteous: Even if
frustrated, maintain a respectful
tone.

Document Important
Interactions: Keep records of
emails, forms, or decisions.
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could you explain it another way?”
Follow Up: After meetings or
emails, thank them and summarize
any agreed-upon actions.
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Know Who to Contact: Use
campus directories or ask for
referrals to the right office.
Follow Procedures: Respect
deadlines and required formats
(e.g., forms, appeals).

Be Open and Approachable:
Smile, make eye contact, and show
interest in others’ ideas.

Practice Active Listening: Nod,
paraphrase, and ask follow-up
questions to show engagement.

Use “I” Statements: Express
opinions respectfully: “I think...” or I
feel...” instead of “You're wrong.”
Collaborate Effectively: In group
projects, clarify roles early and
communicate regularly.

Respect Differences: Be mindful of
diverse backgrounds and
perspectives.

BULLDING CONFIDENCE
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Practice: Role-play conversations with a friend or mentor.

Use Campus Resources: Visit the Career Center or ACE for workshops
on communication and professionalism.

Celebrate Small Wins: Every successful interaction builds confidence.
Ask for Feedback: Professors and staff often appreciate students who
want to improve.



