
 

 
COMMUNICATION TIP SHEET  

 
 

 

 
Collaborate with 

the job seeker 
 

Check in for 
feedback 

 

Ask: “How is this 
working for 
you?” 

 

 

Keep 
information 
clear & simple 

Write down key 
points 

 Do not overload 

 
Ask clear 
questions 

 
Give concrete 

examples 
 Be specific 

 
Allow thinking 

time 
 

Pause to allow 
time to process 
each question 

 
Be comfortable 

with silence 


