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Written and Oral Communication Skills 2026-2027

Objectives of the WOCS tutorials:
Know the fundamental methods and techniques of written and
oral communication necessary to produce, transmit and defend

knowledge and results in academic and professional contexts.
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Information that is not communicated remains isolated knowledge

1. Why communicate?

Transmit knowledge (experiment results, technical information, etc.).
Document and make traceable: ensure reproducibility and scientific
responsibility.

Convince and mobilize: present a project, request funding, influence
technical decisions, etc.

Promote: disseminate work to different stakeholders (peers, teachers,

industry, general public).
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Your audience will constantly change. You will adapt your message

according to the context.

2. Who to communicate with?

- The academic world: your teachers, 1nternship tutors,
laboratory/factory/administration managers, other students during
group projects, etc.

- The professional world: recruiters, line managers, colleagues, clients

or even the general public, etc.
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3. What are the basic rules of communication?

Scientific and academic communication, whether oral or written, is based

on fundamental pillars:

- Clarity: your message must be understood effortlessly and without
ambiguity.

- Rigor and precision: each term has its importance. Science requires
accuracy 1n both language and measurement.

- Conciseness: get straight to the point. Your contact's time 1s valuable,

just like yours.
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3. What are the basic rules of communication?

Scientific and academic communication, whether oral or written, is based

on fundamental pillars:

- Intellectual honesty: citing your sources 1s non-negotiable. It 1s the
foundation of scientific ethics and the fight against plagiarism.

- Adaptation: you don't write an email to a professor like you write a
CV, and you don't present a poster like you lead a meeting. The

medium and the audience dictate the form.
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3. What are the basic rules of communication?

Scientific and academic communication, whether oral or written, is based

on fundamental pillars:

- The use of generative artificial intelligence (Al) (e.g. ChatGPT,
Gemini, Claude, DeepSeck, Spark, etc.) as assistants to improve the
quality of writing, provide feedback on grammar and style, facilitate
information retrieval, and simplify complex topics is possible, but
must be declared.

- However, they must be used ethically: their use should be
transparently acknowledged, and any information they generate must

be critically verified to avoid inaccuracies and hallucinations.
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Content of course:

— Email Communication

— Oral Communication

— Written Presentation: the Resume and Cover Letter
— The Scientific Document

— The IMRaD Structure

— Bibliographic References

— Scientific Illustrations

— The Research Article

— The Abstract

— Scientific Poster Communication
— Oral Presentation
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Assessment method

Lecture component: Final examination (end-of-semester exam)

Tutoring activities component: Continuous assessment through assigned work

Course final grade = (FE X 0.7) + (CA x 0.3)

FE: Final Examination ; CA: Continuous Assessment



The course is available on the platform: https://telum.umc.edu.dz
On the following link:
https://telum.umc.edu.dz/course/view.php?id=3292
or by scanning the following QR code
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The course is also available here :

https://app.box.com/s/jlbmjo5016tvgucjldxifS1rhbnugpj4x



https://telum.umc.edu.dz/
https://telum.umc.edu.dz/course/view.php?id=3292
https://app.box.com/s/jlbmjo5016tvgucjldxf51rhbnuqpj4x
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Tutorial 1. Email Communication
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- Email (electronic mail) 1s a service used to send written messages
and documents over the Internet to one or more recipients’
electronic mailboxes.

- Email is the main form of written communication in academic and
professional situations.

- You will frequently use email to communicate with your professors,
fellow students and colleagues i1n various contexts (learning,

tutoring, work, etc.).
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To communicate by email,
you need an email address

An email address lets you send and receive messages.

1. Get an email address

firstname.lastname @student.umc.edu.dz J

firstname.lastname @gmail.com

: Examples: webmail or email clients
® Format: username@domain

® Use a clear, professional name @ Open your inbox
@ Avoid nicknames and strange symbo{s) ® Send and receive messages

@ Choose the right
recipient
Subject:
® Write a clear
Message: subject
\ Sender Recipient
Attachment: 2 ® Add your message | inbox
r— and attachments ‘ ® Click Send
[ J | @ The message arrives in the recipient’s
mailbox

No email address = no email communication
Create one, use it professionally, and check it regularly. 14
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To send and receive emails, you need an email address and
access to an email service (e.g., Gmail, Outlook, Hotmail,
Yahoo Malil, etc.) through a web browser or an app. An email
address has the following format:

username@domain.com



mailto:username@domain.com
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Structure of an email message

( . % New message
Recipient’s £
¢ email address

eeo-inataa@umc.edu.dz

i : ) Subject: = WOC course - Introduction message
Email subject
1 Hello, :
—[ Introduction J

My name is Mohamed Amine Gomri, and | am a first-year Food

[ Sciences student at INATAA.
Email bod :
y | am contacting you as part of the Written and Oral Communication ‘,/[ Body of the textJ

Skills course.

-

Kind regards, <~ . — "‘"[ Conclusion

( Signature ]\ Mohamed Amine Gomri
Student

INATAA - University Freres Mentouri Constantine 1 3
i Formatting tooIsJ
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i
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Inserting

_ attachments (files) | 16
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Email 1s the predominant mode of communication in contemporary
workplaces and professional and academic environments. There are three

main types of emails:

- Primary Email: Contains all content in the body of the message

without separate attachments.

WOC2026-TD9 - Concerning absences e O

. INATAA, WOC <woc-inataa@umc.edu.dz> Mon, Dec 14, 2026 729 PM  ¥¢ €

_— To: Yasmine; Cc: Djamel-Eddine; Bcc: me; Hanane; Amel; Med; Lyna; malekbounab25; abdennourifarah; abidcharefinsaf
Dear students,

Students absent from TD9 will receive a zero for the reports of TD7 and TD8, even if their names are mentioned.

Best regards,

WOC Teaching Team

INATAA - University Freres Mentouri Constantine 1

https://telum.umc.edu.dz/course/view.php?id=3292 17




Written and Oral Communication Skills 2026-2027 Tutorial 1. Email Communication

- Forward Email: Briefly describes the context and background of

an attachment (a document, media file, etc.).

??__ INATAA, WOC <woc-inataa@umc.edu.dz> @ Mon, Jan12,2027,354PM  TX¥ €
\j To Lina, Cc: abdelalihousna, Cc: mayaabdelli09, Cc: abdennourifarah, Cc: abidcharefinsaf, Cc: ayaachouche050, Cc: salsabilachouche2, Cc: Sal, =

Hello,
Please find attached:
- The model answer of the final examination for the Written and Oral Communication Skills course;

- Your final examination grades.

A paper consultation is scheduled from 12:30 to 13:00 on 24 January 2027 in Room 02 of the New Block.

Best regards,

Teaching Team of the Written and Oral Communication Skills (WOC) Unit
Food Science Degree

Department of Food Technology

INATAA — University Fréres Mentouri Constantine 1
https.//telum.umc.edu.dz/course/view.php?id=3292

[<=

2 attachments « Scanned by Gmail ()

Ministry of Higher Education and Scientific Research N
University Fréres Mentouri Constantine | L Final Examination - Model Answer
TNATAA Written and Oral Communication Skills (WOC
2026~2027 - Written and Oral Communication Skills
Final Exsmination Grades These antwers are provided =1 & guide. Other relavant srwess may be sccepted

na. Student Narme ' Grade ‘

18
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Tutorial 1. Email Communication

- Formatted emails: Similar to primary emails, these embed content

in the body but use links for additional detailed information. They

often adopt a more formal tone.

mmd  UFMC1, info <info@umc.edu.dz>

J Toall recipients «

Bg Translate to French X

University Fréres Mentouri Constantine 1

Institutions of Constantine
invites you to the opening ceremony
of the academic year
2026-2027

Thursday, 24 September 2026 9
Grand Lecture Hall Mohamed Seddik Benyahia
University Freres Mentouri Constantine 1

08:30 a.m. (O

Teachers, staff and students,

Invitation: Opening ceremony of the 2026-2027 academic year inbox x = &

Mon, 23 Sept 2024, 22:13 (13 hoursago) Y& €

Coordination of the University . |

A new year
New challenges

_ New achievements
especially new teachers, new staff and first-year students

19
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Tutorial 1: create your email address: two possibilities:
1. Activate then use your institutional email address:
firstname.lastname@student.umc.edu.dz
By following the link:

https://fac.umc.edu.dz/cataloguecours/monemail.php

Watch the explanatory video:

https://apps.umc.edu.dz/authentification/images/orientation2ok.mp4



https://fac.umc.edu.dz/cataloguecours/monemail.php
https://apps.umc.edu.dz/authentification/images/orientation2ok.mp4
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Tutorial 1: create your email address: two possibilities:
2. Or choose a free Webmail service: Gmail, Yahoo Mail, Outlook,

Proton Mail, etc.

Gmalil Outlook Yahoo Mail

YAHOO!

g

© @ eMX

Proton Mail Zoho Mail GMX Mail

21
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Tutorial 1: create your email address:

2. Create an email address:

Google

Create your Google Account

First name Last name

Elizabeth Evans

Username

lizzieevans @gmail.com

You can use letters, numbers & periods

Use my current email address instead

Password Confirm

Use 8 or more characters with a mix of letters, numbers &
symbols

Sign in instead m

English (United States) -

©

Tutorial 1. Email Communication

€

One account. All of Google
working for you.

Help Privacy Terms 22
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Tutorial 1: create your email address:

2. Create an email address:

email adresses:
namesurname@field
surnamename@field
name.surname@field
surname.name@field
name-surname@field
surname-name@field
name_surname@field
surname_ name@field

If very long compound first name = use the first first name or initials of
the first names (e.g. : gomrima instead of gomrimohamedamine
If Username already used = add a number before (@
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Tutorial 1: create your email address:

2. Create an email address:

Non-valid email adresses:

prénom@domain (prohibited accents)
sur(name)name@domain (parentheses and other prohibited
symbols)
pseudonyme@field (pseudonymes, example : toutou, fifi, coucou...)

24
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Tutorial 1: use your email address:

3. Create a signature for your future letters consisting of:

First name Last name
Affiliation

Structure of an email message

New message S I ¢

Recipient’s
email address

To: eeo-inataa@umc.edu.dz

Subject:  WOC course - Introduction message

Email subject
Hello,

My name is Mohamed Amine Gomri, and | am a first-year Food
Sciences student at INATAA.

Email body b

!
iin

| am contacting you as part of the Written and Oral Communication & Body of the text
Skills course.

Kind regards, <t - —— -1 Conclusion

Mohamed Amine Gomri
Student
INATAA - University Fréres Mentouri Constantine 1

Formatting tools
Arial Jun-ls r yle & 3 = 1= &F

= =N = s— 3

€D oo

/| @ ' Inserting 25
attachments (files)
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Tutorial 1: use your email address:
4. Create an automatic receipt:

An electronic acknowledgment of receipt 1S a message sent in a
standardized and automatic manner, to inform a sender that what they

sent has been received.
i Y F & '\ 'd N

Sender Your email inbox Automatic receipt

<
;_- 34 » ' ' » Sends a standard reply

automatically

Sends a message Receives the message

Subject: Receipt acknowledgment

Dear sender,
Your message has been received.

Thank you.

26
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Activity Tutorial 1: Creating and Using an Email Address
1. Create an email address in the format

firstname.lastname@domain or use your institutional email

address: firstname.lastname@student.umc.edu.dz.

2. Create an email signature.

3. Set up a delivery or read receipt.


mailto:firstname.lastname@domain
mailto:firstname.lastname@student.umc.edu.dz
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Tips for writing and using emails

- Audience and objective

Check and respond to your emails regularly.

Adapt your tone to suit your audience, taking a formal approach for

professional/academic situations.

Before sending, check your mailing list to make sure your message

will reach the right recipients.

Pay attention to spelling, making sure to write the recipient's name

and title (Mr./Ms./Dr., etc.) correctly.
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Tips for writing and using emails

- Style and tone

* Write a clear and concise subject line (email title).

* Organize the email into introduction, development and conclusion.

* Avoid using emoticons and abbreviations, especially in formal/official

communication.

* In the case of a transmission email, do not forget to attach the file or link

to send.

* Proofread your message and use spell check before sending.
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Tips for writing and using emails

- Ethical and legal considerations

* Consider that your emails are permanent and visible to everyone.
* Avoid offensive content to prevent legal consequences.

* Do not share confidential information via email.

 Use your employer/university email (e.g. @umc.edu.dz) only for

work/study related messages.

* Ask permission before forwarding messages intended for you to

others.
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