
Digital methods of communication

Emailing

The majority of people today are more familiar with receiving an 
email than the traditional post in relation to their personal and 
private matters, such as car repayments, mortgage and mobile 
phones. It is a daily service which most people use on computers, 
mobile phones and tablets to communicate with family, friends 
and customer services etc. It allows the user to communicate with 
anyone who has an email address anywhere in the world.

Emails can be sent very quickly compared with traditional post. They 
can be sent 24 hours a day, 365 days a year regardless if the office is 
open or not. Emails can be sent and read anywhere in world with an 
internet connection.

Emails are relatively cheap to send as the data is sent over the 
internet. Even for dial-up system users (wideband), and not 
broadband, it only costs the price of seconds to send an email.

Video conferencing

Video conferencing is a live video meeting between two or more 
people in different locations using video-enabled devices.
Video conferencing allows a large number of people to meet and 
collaborate face to face, but remotely by transferring sound, video, 
text and presentations in real time over the internet.

Instant messaging

Instant messaging allows the user to send messages between two 
or more people in real time over the internet. People use instant 
messaging to chat with friends, family, colleagues and also to make 
new friends.
Instant messaging is very informal and tends to convey information 
very quickly.

Social networking websites and apps

A social networking service is an online platform used by people 
to build social networks or social relationships with other people 
who share the same interests, activities, backgrounds or life 
connections in a personal or professional capacity.

Blogs

A blog is a website that acts like an online diary where you can 
share your thoughts and interests, it enables other people to 
read your posts and look at your photos and videos.

You should be aware of the following types of personal and social communication methods, including the social norms and expected behaviour 
when using them. This is sometimes referred to as ‘Netiquette’ which is essentially rules and norms for interacting with others on the internet 
in a considerate, respectful way. For example, using capital letters and emojis when communicating in writing would be acceptable on a 
personal and social level. It would not however be acceptable in a work environment.



Digital methods of communication

Internal and external methods of communication for businesses

Video conferencing
• The main purpose of video conferencing is to allow face-to-face communication between two or more people in different locations.
• It is a popular alternative to teleconferencing for businesses, and is a cheap method of communication for individual users.

Teleworking
• Teleworking provides the opportunity to have a more flexible timetable for workers and the freedom to work remotely.

Emailing
• Business email is a quick and professional method of communication with clients, prospective clients, suppliers, staff, your bank 

manager and industries across the world.

Promotion
• The main aim of promotion is to ensure that customers are aware of the existence and location of products.
• Promotion is also used to persuade customers that the product is better than competitors’ products, and to remind customers why 

they could want to purchase them.

Promotion methods: advertising, marketing, websites
• Online advertising, also called online marketing, internet advertising, digital advertising or web advertising, is a type of marketing 

and advertising which uses the internet to deliver promotional marketing messages to users and customers.

Apps
• Various apps which allow company employees to communicate with each other and customers, such as Slack.


