
MEMO
Date: September 12, 2009
To: Mrs. Reader
From: John M. Barry
Subject: My communication strategies

Dear Friend,

When communicating in a professional setting I am methodical in nature, and I would like to
share some of my communication techniques with you. From memo-writing to public
speaking, I'd like to underscore a few tactics that I use to distinguish myself from my peers.
You may also notice that I actually utilize all of the listed devices in the writings contained
within my portfolio, as well as in the video I’ve posted of myself presenting.

Social Networking Sites

1. I ensure that my professionalism is publicly communicated at all times, by carefully
monitoring my public domain, and what information is available to the public about
me.

Public Presentations

2. When presenting, I deliver my speeches extemporaneously, using Power Point slides
more for the audience’s sake than my own. This helps keep the audience engaged,
listening to what I'm saying, as opposed to just reading along with me.

3. I speak from a “place of power,” rather than from behind a podium, and move
forward and through the room, so as to re-engage my audience.

4. I also vary my voice-tone and volume, and make sure to use a fair amount of hand
movements and gestures while presenting.

Business Letters

5. I separate main points into paragraphs, with blank spaces in between each, making
the individual points easily distinguishable, and simple to grasp.

6. I make sure to include all the contact information available each time I send out a
business letter, in order to ensure that the recipient can respond in which ever
medium s/he is most comfortable with.

7. I close my letters in more memorable ways than “Sincerely,” so as to stand out from
the crowd.

Thank you cards

8. A thank you card is a priceless tool in today’s business environment. Precisely
because it’s an uncommon communication device is why it is so vital to
acknowledge those who you appreciate, in this time-tested manner.



Memos

9. This memo highlights my use of numbered points, and separate headings for each
topic, so as to make my messages easily digestible.

Thank you for taking the time to read about my communication processes and techniques.

Very truly yours,

John M. Barry

1 Grand Ave, San Luis Obispo, CA 93407
310.729.2894
johnnysbarry@gmail.com
www.visualcv.com/johnbarry


