


 

REPORT 

 

● Title of the Event: Online session on “Email Writing Skills”    

● Event date: 06/10/2021 

● Time: 10:00 a.m. onwards 

● Venue: Zoom Platform  

● Mode: Online 

● Resource Person: Dr. Sakshi, Assistant Professor, ASH (9813125046) 

● Name of the coordinator and co-coordinator: Dr. Nisha, ASH and Dr. Poonam, ASH 

● Total no. of attendees in the event: 35 

 

On August 25, 2021, the Department of Applied Sciences and Humanities hosted an online 

session titled Email Writing Skills delivered by Dr. Sakshi as a resource person. She is an 

expert in communication skills and an Assistant Professor of Communication Studies. The 

session began with a formal welcome note and the expert was introduced by Dr. Poonam, Co-

coordinator of the session. The session was well-attended by students, faculty, and professionals 

interested in enhancing their email communication abilities. 

 

Dr. Sakshi began by emphasizing the importance of email etiquette in professional and academic 

settings. She highlighted that proper email etiquette not only reflects professionalism but also 

ensures clear communication. She addressed common mistakes made in email writing and 

provided strategies to avoid them and advised keeping emails concise and to the point to 

maintain the reader's attention. She also emphasized on the importance of proofreading to avoid 

grammatical errors and typos and ensured that the email’s message is clear and unambiguous to 

avoid misunderstandings. 

 

The session was highly interactive, with numerous questions and discussions from the audience. 

Participants appreciated Dr. Sakshi’s practical approach and real-world examples. The 

interactive exercises received positive feedback, with many attendees noting that they gained 

valuable insights from analyzing and revising sample emails. Dr. Sakshi’s lecture on email 

writing skills was a highly informative and practical session that addressed essential aspects of 

professional email communication. The detailed insights into email structure, etiquette, and 

cultural sensitivity provided participants with a comprehensive understanding of effective email 

writing. 

 

Dr. Nisha, Coordinator of the session expressed her gratitude to Dr. Sakshi for delivering such 

an engaging and beneficial lecture which was followed by the felicitation ceremony.  



 
 

Fig 1. Participants attending an expert lecture on Email Writing 

 



 


