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There’s no denying it. It doesn’t matter who you are, the type of customer you're trying to reach
outto, or what kind of transaction you represent. We can all improve the way we communicate.
Regardless of whether you're crafting an email, posting on Facebook or even just sending a

quick text message, it's important your message is well structured and gets your point across
clearly. NAR President lends support to dro;
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If you've ever asked yourself questions like, how can you save time writing emails and getting to
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the point quickly, or how ean you increase the likelihood people will actually open your marketing

e
emails, then you need some help. [

The book, v [ f ooy by Dianna Booher might
be more than ten years old, but it's pages are still bursting with golden advice. It's the perfect
step-by-step guide to analyze your current writing skills and self-correct according to the certain
types of messages, recipients, and situations that most often confront you in the workplace. It's
afastread, but in order to get the most out of it | highly recommend taking the time o fully
absorb each chapter. If you purposefully make improvements as you read the book, you'll be
able to see the difference in time savings and marked increase in the effectiveness of your
communications.

Here are some quick tips from the book:

1. Don't use ALL CAPS in the subject line or message body. This goes for promoting open :
house listings, sending out your newsletter, or requesting urgent responses, |t looks like ' *
you're yelling.

2. Notevery e-mail is g marketing piece. A simple message to coordinate transaction logistics
doesn't require your marketing brochure be sent as an attachment or your logo to appear
beneath your signature. Along those same lines: It's a problem when your e-mail signature $ 1 79“)
is longer than your message. Your awards, leadership participation, and services were -
meant for your website. Don't ahuse this space,

3. Not all e-mails deserve a response. Increase your productivity by only responding to e- Pork Shoulder

mails that require a response. You may think you're being polite by responding to
everything, but your replies take up the recipients’ lime, too,

4. Consider your audience type when using emoticons. Senior or corporate dlients might see
this as a turnoff, even if you're only intending to keep the communication lighthearted.

5. Short, abrupt messages may signal lack of empathy in certain situations, Take that extra

five seconds to send a warm message that shows you care,

6. Avoid conscious rambling. If you notice yourself rambling when speaking to others there's
@ good chance it happens electronically too, DUR SPONSORS

7. Change e-mail subject lines when a task evolves into a new direction or someone else gets
involved. Many professionals use e-mail subject lines to organize incoming messages;
they'll appreciate you helping them be more efficient.

8. Distinguish between information Ve. recommendations. MLS statistics represent the ;
information, but you add value with your interpretation of that data. ‘ : _E_A"‘_‘_ffi*‘_"“:_

9. Differentiate your writing style for the occasion. Your tone should vary when you're giving
showing instructions, explaining home-buying processes, providing definitions of unfamitiar
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terms, and composing the Q&A section of your website. Always consider the needs of the

audience in each situation.
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10. Use speech-to-text tools. The average person can speak three times faster than they can
write. And typing on mobile devices is even less efficient than using a full keyboard.
Practice using your computer, tablet, or mobile phone speech-recognition software to enter o
in new messages. This will improve your writing productivity and response time. Eventually Get Your

you may be able to develop speech-to-text as unconscious skill set, like driving a car. Eﬁ'?gpso'd ‘f“i?dli/sotflp s
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