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1. Introduction 
 

For software engineering students, Professional English should develop not only general 

workplace communication skills but also technical communication, collaboration, and 

presentation abilities relevant to the IT industry. Here’s a detailed list of core topics and 

subtopics you can focus on — organized by skill area: 

 

1. Professional Communication in Tech 

Goal: Use clear, precise, and polite English in professional settings. 

Topics: 

 Introducing yourself and your role in a project 

 Communicating with clients, managers, and teammates 

 Writing effective emails (bug reports, updates, requests) 

 Giving and receiving feedback professionally 

 Polite disagreement and clarification in meetings 

 Explaining technical issues to non-technical audiences 

 

2. Technical Writing Skills 

Goal: Express complex technical ideas clearly in written English. 

Topics: 

 Writing project documentation (readme files, user guides) 

 Writing software specifications (requirements, features, limitations) 

 Writing progress reports and meeting summaries 

 Version control communication (e.g., commit messages, pull requests) 

 Writing clear API documentation and error messages 

 Structuring and formatting technical documents 

 

3. Oral Communication for Engineers 

Goal: Build confidence in speaking about software projects. 

Topics: 

 Presenting a software project or demo 

 Explaining architecture and design decisions 

 Describing algorithms and workflows clearly 

 Participating in stand-up meetings (Agile/Scrum) 

 Speaking in team discussions and brainstorming sessions 

 Handling Q&A after a presentation 

 

 



 

 

 

4. Vocabulary for Software Engineering 

Goal: Expand discipline-specific vocabulary and collocations. 

Focus areas: 

 Software development process: design, testing, deployment, debugging 

 Project management: sprint, backlog, milestone, deliverable 

 Team roles: developer, tester, analyst, architect, product owner 

 Software tools: IDEs, frameworks, APIs, databases 

 Tech trends: AI, machine learning, cloud computing, cybersecurity 

 Common collocations (e.g., run a script, deploy an app, fix a bug) 

 

5. Cross-Cultural and Remote Communication 

Goal: Communicate effectively in global tech environments. 

Topics: 

 Writing messages for international teams 

 Understanding tone and politeness across cultures 

 Handling asynchronous communication (Slack, GitHub, Jira) 

 Giving constructive feedback online 

 Managing misunderstandings in virtual settings 

 

6. Job Application and Career English 

Goal: Prepare for global software industry opportunities. 

Topics: 

 Writing a technical CV and LinkedIn profile 

 Writing a cover letter for software positions 

 Preparing for technical interviews (behavioral + problem-solving) 

 Describing your portfolio and projects effectively 

 Talking about achievements using the STAR method (Situation, Task, Action, Result) 

 

7. Collaboration & Teamwork Language 

Goal: Develop soft skills for working in tech teams. 

Topics: 

 Team roles and communication dynamics 

 Brainstorming and decision-making phrases 

 Agile and Scrum communication patterns 

 Giving peer code reviews politely 

 Resolving conflicts and misunderstandings 

 

 



 

 

 

8. Writing for Research & Innovation (optional advanced module) 

Goal: Prepare students for publishing or postgraduate work. 

Topics: 

 Writing research abstracts and summaries 

 Describing methods, results, and findings 

 Writing proposals and technical reports 

 Academic style and citation conventions in engineering papers 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

2. Professional Communication in Tech 
Professional communication in tech refers to the use of clear, structured, and context-

appropriate English when interacting with colleagues, clients, or stakeholders in the 

technology sector. It combines technical accuracy with professional etiquette, ensuring that 

ideas are communicated effectively — especially in multicultural, remote, and fast-paced 

software environments. 

 

Objectives for Students 

By the end of this unit, students should be able to: 

1. Communicate clearly in emails, meetings, and reports. 

2. Adjust tone and formality for different audiences (e.g., client vs. teammate). 

3. Express technical ideas without jargon overload. 

4. Give and receive feedback professionally. 

5. Handle misunderstandings and conflicts politely. 

6. Participate actively in Agile/Scrum communication (stand-ups, retrospectives). 

 

Key Concepts and Language Skills 

1. Clarity and Precision 

Software engineers often explain complex systems — clarity is essential. 

 Avoid ambiguity and long sentences. 

 Prefer active voice: 

❌ “The bug was fixed by the developer.” 

✅ “I fixed the bug in the login module.” 

 Use short, clear technical phrases: run the script, deploy the update, merge the branch. 

 

2. Audience Awareness 

Adjust language depending on who you’re speaking to: 

 To a developer: Use technical vocabulary (API, database query, refactoring). 

 To a client or manager: Simplify and focus on benefits, not code. 

“We improved the loading time by 40%, so the user experience is smoother.” 

 

3. Politeness and Professional Tone 

IT communication happens across cultures — tone matters. 

 Use polite modal verbs: could, would, might 

“Could you please review my code by tomorrow?” 

 Avoid blunt (duygusuz, patavatsız) or negative phrasing: 

❌ “You did it wrong.” 

✅ “I think there might be an issue in this section. Let’s check it together.” 

 



 

 

4. Common Communication Channels 

Students should practice using correct tone and structure in: 

 Emails: Project updates, requests, reports, bug reports 

 Chat tools (Slack, Teams): Short, clear, polite messages 

 Meetings: Summarizing, confirming tasks, reporting progress 

 Documentation: Concise and standardized descriptions 

 

5. Active Listening and Feedback 

Communication is two-way: 

 Use confirmation phrases: “So, if I understand correctly…” “Let me make sure I’ve got 

this right…” 

 Give constructive feedback: “I liked how you structured the function. Maybe we could 

optimize the loop further.” 

 

6. Explaining Technical Issues 

Engineers often need to describe a problem so others can act on it. 

 Structure: 

1. Describe the issue → 2. Give context → 3. Suggest next step 

“The login page crashes when incorrect data is entered. It started after the last update. I’ll 

check the validation script.” 

 

7. Cross-Cultural Awareness 

In global teams, misunderstandings often come from tone, not grammar. 

 Use neutral and polite language. 

 Avoid sarcasm, slang, or idioms. 

 Be aware of time zones and communication styles in remote teams. 

 

Example Classroom Activities 

1. Email Workshop: Students write and correct technical emails (bug report, feature 

request). 

2. Role Play: Simulate stand-up meetings or client updates. 

3. Feedback Task: Students give peer feedback on a small project using polite, 

professional phrasing. 

4. Listening Exercise: Analyze short clips from tech meetings and identify tone and key 

phrases. 

5. Rewrite Practice: Turn informal chat language into professional English. 

 

 

 



 

 

 Example Vocabulary 

Function Example Phrases 

Giving updates 
“We’ve completed the initial design.” / “Deployment is scheduled for 

Friday.” 

Asking for clarification 
“Could you explain what you mean by…?” / “Do you want me to 

handle that task?” 

Reporting problems 
“There seems to be a bug in the API.” / “The module isn’t responding 

as expected.” 

Suggesting solutions 
“We could try using a different library.” / “Let’s refactor that 

function.” 

Confirming 

understanding 
“Just to confirm…” / “So, our next step is to…” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

2.1. Introducing yourself and your role in a project 
 

Here are several clear and professional examples of how a software engineering  

presentations, reports, interviews, or team meetings. 

 

1. Spoken Introduction (for presentations or team meetings) 

Basic Example (Individual Project): 

“Hello, my name is Yakup, and I’m a final-year software engineering student at Esenyurt 

University. For this project, I developed a mobile application for student attendance using QR 

code scanning. I was responsible for the full development process, including designing the 

user interface, coding in Java, and connecting the app to a Firebase database.” 

 

Team Project Example (With Defined Roles): 

“Good morning. I’m Mehmet Akif, a third-year software engineering student. In our group 

project, I worked as the backend developer. I was mainly responsible for designing the 

database structure and implementing the API that connects the mobile app to the server.” 

 

Agile Team Example: 

“Hi, I’m İsa Talha, and I took the role of Scrum Master in our team. I helped coordinate sprint 

planning, managed task distribution, and ensured that our team followed Agile practices 

throughout the development of our e-commerce web app.” 

 

2. Written Introduction (for reports or documentation) 

Individual Report Example: 

My name is Kiana, and I am currently completing my final year in the Bachelor of Software 

Engineering program. This project was developed as part of my final year thesis. I 

independently designed and implemented a full-stack web application that helps users track 

personal finances. My responsibilities included frontend and backend development, testing, 

and documentation. 

 

Team Report Example: 

I am Emirhan, a member of a three-person development team for this project. My main role 

was as the UI/UX designer and frontend developer. I created the wireframes using Figma and 

implemented the interface using React.js, ensuring it was responsive and user-friendly. 

 

 

 

 

 



 

 

Tips for Introducing Yourself and Your Role 

Do ✔ Avoid ✘ 

Be clear and confident 
Using vague or general terms like "I helped with 

everything" 

Mention your role/title Not stating what your responsibilities were 

Connect your role to the project’s 

outcome 

Talking only about yourself without explaining your 

contribution 

Use past tense (for finished projects) Mixing tenses (e.g., “I develop the API last month”) 

 

 

 

2.2. Communicating with clients, managers, and teammates 
 

 

1. Communicating with Clients 

Clients are usually non-technical and focused on business goals. Your language should be 

clear, respectful, and jargon-free. 

Examples: 

Asking for requirements: "Could you please clarify the main features you expect in the final 

product?" 

 

Giving updates: "We’ve completed the login system and are currently working on the 

dashboard module. We’re on track to meet the deadline." 

 

Handling changes or delays: "We understand the new requirement. It may add some time to 

the schedule, but we’ll adjust our plan and let you know the updated timeline." 

 

2. Communicating with Managers / Supervisors 

Managers may have some technical knowledge, but they’re more interested in progress, 

timelines, and risks. Be professional, concise, and proactive. 

Examples: 

Progress update: "We’ve completed 80% of the API integration and expect to finish testing by 

Friday." 

 

Raising an issue:"We’ve encountered a bug that’s affecting user registration. We're working 

on a fix and will update you within the next 24 hours." 

 



Requesting a decision: "Do you prefer we use Firebase for real-time data, or should we 

continue with MySQL for now?" 

 

3. Communicating with Teammates 

With teammates (developers, testers, designers), communication should be collaborative, 

respectful, and clear — especially during group projects or Agile development. 

Examples: 

Assigning or offering help: "Can you handle the frontend integration? I’ll take care of the 

database setup." 

"Let me know if you need help with debugging." 

Suggesting an idea: "What if we use a modal instead of redirecting to a new page for login?" 

Giving feedback: "Your code works well, but maybe we could refactor it for better 

readability?" 

Asking questions: "I’m not sure how the API handles errors. Can you explain that part to me?" 

 

Phrases for Smooth, Professional Communication 

Purpose Useful Phrases 

Clarifying "Just to confirm, you mean…?" / "Could you please explain that again?" 

Agreeing "I agree with that approach." / "That sounds good to me." 

Disagreeing politely "I see your point, but I think we should also consider..." 

Making suggestions "Maybe we can try using Firebase instead of MySQL?" 

Following up "Just following up on the design update – is it ready for review?" 

 

“Disagreeing politely” means expressing a different opinion without offending or 

disrespecting the other person. It’s an important communication skill — especially in 

professional or academic settings — because it helps maintain good relationships even when 

people have different views. 

 
Key Principles 

1. Be respectful – Focus on ideas, not the person. 

o ❌ “That’s wrong.” 

o ✅ “I see your point, but I think there’s another perspective.” 

2. Use softening language – Soften your disagreement using polite expressions. 

Common phrases include: 

o “I’m not sure I agree with that.” 

o “That’s an interesting point, but…” 

o “I understand what you mean, however…” 

o “I see where you’re coming from, though I have a different view.” 

3. Acknowledge the other person’s idea first – Show that you’ve listened. 



o “You make a good point about the importance of security, but we also need to 

consider usability.” 

 

 

4. Give reasons calmly – Explain why you disagree. 

o “I think using Python might be better because it has more libraries for data 

analysis.” 

5. Use neutral tone and body language – Avoid sounding defensive or aggressive. Smile, 

keep your voice calm, and use open gestures. 

 

Example in Context 

A: “We should release the software next week.” 

B: “I understand the urgency, but I’m not sure next week gives us enough time for testing. 

Maybe we could plan for two more weeks instead?” 

Here, B disagrees but stays polite and constructive. 

 

Summary 

Audience Communication Style Focus 

Clients Simple, clear, polite Goals, features, deadlines 

Managers Brief, professional, informative Progress, risks, solutions 

Teammates Friendly, respectful, collaborative Tasks, ideas, feedback 

 

 

Client Meeting Role-Play (Spoken English Practice) 

Context: 

You are a software engineering student working on a website for a client — a small business 

owner who wants an e-commerce platform. 

 

Client Meeting Script Example 

Client: 

"Hi, thank you for meeting today. I just want to know how the website development is going." 

You (Student Developer): 

"Thank you for meeting with us. We’ve completed most of the frontend design, including the 

homepage, product listings, and cart layout. We're currently working on the payment 

integration." 

Client: 

"Great. Can customers pay using online banking too?" 

You: 

"Right now, we’ve added credit card and e-wallet options, but we can definitely add online 

banking support as well. That will take about 2 to 3 extra days to integrate." 



Client: 

"Okay. And when will everything be ready?" 

You: 

"Our target is to complete all features by next Friday. After that, we’ll do final testing and let 

you review the site before we go live." 

Client: 

"Sounds good. Please send me an update by email after the payment system is working." 

You: 

"Absolutely. I’ll keep you updated. Thank you for your feedback!" 

 

 Key Phrases to Practice: 

 “We’ve completed...” 

 “We’re currently working on...” 

 “That will take around X days.” 

 “Our target is to finish by...” 

 “We’ll keep you updated.” 

 

Sample Email to a Manager 

Subject: Weekly Progress Update – QR Attendance App 

 

Dear Mr. Farid, 

I hope this message finds you well. 

I would like to provide a quick update on the progress of our QR attendance system project. 

As of this week, we have: 

 Completed the user interface design for both student and lecturer views 

 Successfully integrated the QR code generator and scanner 

 Connected the app to the Firebase real-time database 

Currently, we are testing the system with sample data to ensure all features work as expected. 

We aim to complete testing by this Friday and begin preparing the final documentation next 

week. 

Please let me know if you would like a short demo or have any feedback at this stage. 

Best regards, 

Amirul Hafiz 

Software Engineering Student – Final Year Project 

Universiti Teknologi Malaysia 

 

Professional Email Tips: 

 Start with a polite greeting and subject line 

 Use bullet points for clarity 

 Be brief but informative 

 End with a closing sentence and your name 



 

 

2.3. Writing effective emails (bug reports, updates, requests) 
 

Key Principles for Professional Emails 

Do ✔ Don’t ✘ 

Use a clear subject line Leave the subject empty 

Greet the person politely Start abruptly without greeting 

Be concise and structured Write long, unclear paragraphs 

Use polite tone Sound demanding or too casual 

End with a closing and your name Forget to sign your email 

 

📧 1. Bug Report Email Example 

Subject: Urgent Bug Report – Login Error on Web App 

 
Dear [Developer's Name / Team], 

I hope you're doing well. 

I would like to report a bug that is affecting the login function on our web app. The issue was 

discovered during today’s testing. 

Details: 

 Issue: Users receive a 500 Internal Server Error after entering valid login credentials. 

 Steps to Reproduce: 

1. Go to the login page 

2. Enter valid email and password 

3. Click "Login" 

4. Error appears 

 Time Noticed: 10:30 AM, October 21 

 Browsers Tested: Chrome, Firefox (same issue) 

Please let me know if you need access to logs or further information. This issue is urgent as it 

prevents user access. 

Best regards, 

Farah Nabila 

Software Engineering Intern 

 

📧 2. Project Update Email Example 

Subject: Weekly Progress Update – Inventory App 

 
Dear Dr. Khairul, 

I would like to share the weekly update for our Inventory Management App project. 

Progress this week: 



 Added barcode scanning feature 

 Completed product database structure 

 Basic search and filter functionality working 

Next Steps: 

 Integrate user authentication 

 Conduct user testing with 5 participants 

 Begin writing final report 

So far, we are on schedule and expect to finish the testing phase by next Friday. 

Please let me know if you have any feedback. 

Best regards, 

Muhammad Azri 

Final Year Student, Software Engineering 

 

3. Request Email Example (Asking for Approval or Access) 

Subject: Request for Access to API Keys 

 

Dear Ms. Lina, 

I hope you're doing well. 

I’m currently working on the payment integration for our e-commerce app. To proceed, I 

kindly request access to the payment gateway API keys (for testing and development). 

If there is a request form or approval process I should follow, please let me know. 

Thank you for your support! 

Best regards, 

Nadiah Zahid 

Software Development Team 

 

BONUS: Useful Polite Phrases 

Purpose Example Phrases 

Requesting “I would like to request…” / “Could you please provide…” 

Reporting a 

problem 
“I would like to report an issue…” / “There seems to be a bug in…” 

Giving updates “I’d like to update you on…” / “Here is a summary of our progress…” 

Offering help “Let me know if I can assist with…” 

Ending politely 
“Please let me know if you have any questions.” / “Looking forward to 

your feedback.” 

 

 

 

 

 



 

2.4. Giving and receiving feedback professionally 
 

Giving and receiving feedback professionally is a crucial skill in software engineering 

teams and workplaces. It helps improve work quality, build trust, and maintain good 

working relationships. 

 

1. Giving Feedback Professionally 

Key Tips: 

 Be specific and focus on the work, not the person. 

 Use positive language and constructive criticism. 

 Suggest solutions or improvements. 

 Use the “feedback sandwich”: positive comment → suggestion → positive comment. 

 

Example Phrases for Giving Feedback 

Situation Phrases 

Positive feedback "Great job on the UI design — it’s clean and user-friendly." 

Constructive 

criticism 

"I noticed the login feature sometimes takes longer to 

respond. Maybe we could optimize the API calls to improve 

speed." 

Suggestion 
"Have you considered using pagination on the user list to 

improve load times?" 

Encouragement 
"Keep up the good work! Your attention to detail really 

shows in the code." 

 

 2. Receiving Feedback Professionally 

Key Tips: 

 Listen carefully without interrupting. 

 Thank the person for their feedback. 

 Ask clarifying questions if unsure. 

 Avoid getting defensive or emotional. 

 Take notes and commit to improving. 

 

 

 

 

 

 

 

 



 

🔸 Example Phrases for Receiving Feedback 

Situation Phrases 

Acknowledging 

feedback 

"Thank you for the feedback. I appreciate your 

insights." 

Clarifying 
"Could you please give me an example of what you 

mean?" 

Accepting suggestions "That’s a good point; I will look into improving that." 

Requesting support 
"Do you have any resources or advice on how I can 

improve this?" 

 

✅ 3. Sample Dialogue: Giving and Receiving Feedback 

Alex (Giving feedback): 

"Hi Sara, I reviewed your code for the data processing module. I like how you 

structured the functions — it’s very readable. However, I noticed some parts where 

we could improve performance by reducing redundant loops. Maybe we can refactor 

those sections together?" 

Sara (Receiving feedback): 

"Thanks, Alex. I appreciate your detailed review. Could you point out the specific loops 

you mean? I want to make sure I understand fully before I start refactoring." 

Alex: 

"Sure! I’ll send you comments in the code with examples. Let me know if you want to 

discuss them further." 

Sara: 

"Perfect, thank you! I look forward to improving it with your help." 

 

✅ Summary 

Aspect Do’s Don’ts 

Giving feedback 
Be specific, polite, 

balanced 

Be vague, personal, or 

harsh 

Receiving 

feedback 

Listen, ask questions, 

thank 
Interrupt, argue, ignore 

 

 

 

 

 

 

 



 

2.5. Polite disagreement and clarification in meetings 
 

In meetings, polite disagreement and asking for clarification are key to healthy 

communication — especially in software engineering, where ideas and approaches 

often differ. 

Here’s how you can disagree politely and ask for clarification in a professional way. 

 

✅ Polite Disagreement 

Key Phrases to soften disagreement: 

 "I see your point, but I think..." 

 "That’s an interesting idea; however, I’m concerned about..." 

 "I understand where you’re coming from, but could we also consider..." 

 "I’m not sure if that approach will work because..." 

 "With respect, I’d like to suggest an alternative..." 

 
Example: 

Manager: "Let’s implement the feature using REST APIs only." 

You: "I see your point about REST APIs being standard, but I think using GraphQL could make 

the client queries more efficient, especially with the complex data we have." 

 

✅ Asking for Clarification 

Polite ways to ask for more information or explanation: 

 "Could you please explain that part again?" 

 "I’m not sure I fully understand. Could you clarify what you meant by...?" 

 "Just to make sure I’m on the same page, are you suggesting that...?" 

 "Could you give an example to help me understand better?" 

 "Can you elaborate on how that would work in practice?" 

 
Example: 

Teammate: "We should refactor the authentication module to improve security." 

You: "Thanks for the suggestion! Could you please explain which parts you think need 

refactoring and why?" 

 

✅ Combined Example in a Meeting 

Project Lead: "I think we should skip unit tests to save time." 

You: "I understand the need to save time, but I’m concerned that skipping unit tests might 

cause more issues later. Could we consider running automated tests on the critical parts 

instead?" 

 

 



 

 Practice Phrases 

Purpose Phrases 

Disagree softly 
"I understand, but…" / "That’s true, however…" / "I’d like to 

add that…" 

Ask for 

clarification 

"Could you clarify…?" / "What do you mean by…?" / "Can 

you explain further?" 

 

 

2.6. Explaining technical issues to non-technical audiences 
 

 

Explaining technical issues to non-technical audiences is a vital skill in software engineering. 

The key is to simplify complex ideas, avoid jargon, and use analogies or examples that 

everyone can understand. 

 

 Tips for Explaining Technical Issues to Non-Technical People 

Tip Explanation 

Use simple 

language 

Avoid technical terms or explain them clearly (e.g., instead of “API,” say “a 

way for programs to talk to each other”). 

Focus on impact 
Explain what the issue means for the business or user, not just the technical 

details. 

Use analogies 
Compare the issue to something familiar (e.g., "It’s like a traffic jam on the 

network"). 

Be brief and 

clear 
Keep explanations short and to the point. 

Offer solutions Explain what you’re doing to fix the problem or the next steps. 

 

Example: Explaining a Server Issue to a Client 

 
Technical: 

"Our server experienced a database deadlock due to concurrent transactions locking the same 

rows, causing query timeouts and failures." 

 
Non-Technical: 

"Our system had a temporary issue where two parts tried to use the same information at the 

same time, which caused delays and errors when users tried to save their work. We’ve fixed 

the problem by changing how the system manages these requests to avoid conflicts, and 

everything should be running smoothly now." 



 

✅ More Examples of Simplified Explanations 

Technical Term Simple Explanation 

Bug A mistake in the software causing unexpected behavior 

API A messenger that allows different software to communicate 

Crash When the program suddenly stops working 

Update/Patch A small fix or improvement we add to the software 

Security vulnerability A weak point hackers could exploit 

 

Quick Template for Explaining Issues 

1. What happened? 

"There was a problem with..." 

2. What does it mean for you? 

"This caused delays/errors..." 

3. What are we doing? 

"We are fixing it by..." 

4. When will it be fixed? 

"We expect to resolve it by..." 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Technical Writing Skills (for Software Engineering Students) 
Technical writing is the ability to communicate technical information clearly, accurately, and 

professionally in written form. In software engineering, it means creating documents that 

describe: 

 How a system works 

 How to use or maintain it 

 What problems exist and how to fix them 

It focuses on clarity, precision, and usability — not fancy language. 

 

Objectives for Students 

By the end of this topic, students should be able to: 

1. Write clear and structured technical documents (e.g., reports, manuals, project 

summaries). 

2. Use standard formats and conventions for software documentation. 

3. Adapt writing style to different audiences (developers, clients, end-users). 

4. Use concise, objective, and active English. 

5. Present technical information visually (tables, bullet points, code snippets, diagrams). 

 

Why It’s Important for Software Engineers 

 Engineers constantly write: bug reports, README files, design specs, commit 

messages. 

 Clear writing improves team collaboration and project efficiency. 

 Poor documentation causes confusion, delays, and bugs. 

 In global teams, writing often replaces spoken communication — so clarity is essential. 

 

Key Components of Technical Writing in Software Engineering 

1. Project Documentation 

Students learn to write or edit: 

 README files – Overview, installation, usage instructions. 

 User manuals – Step-by-step guides for end-users. 

 Developer documentation – Code structure, API endpoints, dependencies. 

 System design documents – Architecture, components, workflow diagrams. 

Example excerpt: 

Purpose: This API allows users to retrieve customer order data securely. 

Input: Customer ID (string) 

Output: JSON object containing order details 

 

 

 

 

 



2. Technical Reports 

Writing reports that summarize development progress or results. 

 

Structure often includes: 

1. Title 

2. Abstract / Summary 

3. Introduction (Purpose, Scope) 

4. Method / Design 

5. Results / Findings 

6. Conclusion / Recommendations 

Example: “The team implemented a new caching mechanism to improve load time. 

Testing results show a 30% performance increase on average.” 

 

3. Software Specifications (SRS – Software Requirement Specification) 

Students learn how to describe: 

 System objectives 

 Functional and non-functional requirements 

 Constraints and dependencies 

Example:  

Functional Requirement: The system shall allow registered users to reset passwords via email 

link. 

 

4. Bug Reports and Issue Descriptions 

Students practice writing concise, actionable bug reports. 

 Steps to reproduce 

 Expected result 

 Actual result 

 Environment 

Example: 

Bug ID: #1057 

Summary: Login form crashes when invalid email format is entered. 

Steps: Enter “user@com” → Click “Submit” 

Expected: Validation error message 

Actual: Page reloads and freezes 

 

5. Emails and Short Technical Messages 

Professional, concise communication via: 

 Update emails 

 Requests for clarification 

 Task assignment messages 

 



Example: 

“Hi team, 

The new module passed all unit tests. I’ll deploy it to staging tomorrow. 

Best, 

Ayşe” 

 

6. Version Control Communication (GitHub, GitLab) 

Students should learn: 

 Writing commit messages (“Fixed input validation in login module”) 

 Writing pull request descriptions (“Added unit tests for API endpoints”) 

 Documenting code reviews politely (“Consider refactoring this function to reduce 

duplication.”) 

 

7. Style and Tone in Technical Writing 

Technical English should be: 

 Clear and direct: No unnecessary words 

 Objective: No emotional or subjective language 

 Consistent: Same terminology throughout 

 Structured: Headings, lists, and visuals 

 Example comparison: 

❌ “I think this function is kind of slow.” 

✅ “This function has an average runtime of 2.5 seconds; optimization is needed.” 

 

Language Focus 

Function Example Expressions 

Describing process “The system initializes the database…” 

Explaining cause “The error occurs because the input is null.” 

Giving instruction “First, install dependencies using npm.” 

Describing results “The new algorithm reduces latency by 20%.” 

Making recommendation “It is recommended to use HTTPS for secure data transfer.” 

 

Sample Classroom Activities 

1. Rewrite Exercise: Turn informal notes into a formal technical report. 

2. Bug Report Practice: Students write reports from simulated system errors. 

3. Documentation Workshop: Write a README file for a small software project. 

4. Peer Review: Exchange and edit each other’s documentation for clarity. 

5. Technical Email Task: Send a professional update or problem report to a “team lead.” 

 

 

 



Assessment Ideas 

 Short report or project documentation graded for clarity and structure 

 Peer review feedback on technical writing samples 

 Grammar and vocabulary quiz (focused on technical phrases) 

 Oral presentation summarizing a written report 

 

3.1. Writing project documentation 
Project documentation is a collection of written materials that describe a project’s purpose, 

design, development, and use. In software engineering, it helps both developers and non-

technical stakeholders understand: 

 What the project does 

 How it was built 

 Why certain decisions were made 

 How to use or maintain it 

Documentation acts as a bridge between technical work and clear communication. 

 

2. Main Purposes of Project Documentation 

1. Communication: Helps team members and stakeholders share a common 

understanding. 

2. Maintenance: Future developers can update or fix the system more easily. 

3. Learning: New team members or users can quickly understand the system. 

4. Transparency: Records design choices, architecture, and testing for accountability. 

 

3. Common Types of Software Project Documents 

Type Description Audience 

Project Proposal Outlines objectives, scope, and benefits. Managers, clients 

Requirements Document 

(SRS) 

Details functional and non-functional 

requirements. 
Developers, clients 

Design Document 
Explains architecture, data flow, and 

components. 
Developers, architects 

User Manual Guides end-users in using the software. Customers, users 

Technical Manual / API 

Docs 

Explains code structure, functions, and 

interfaces. 
Developers, testers 

Test Plan & Report Describes testing strategy and results. 
QA team, project 

managers 

Project Report / Final 

Report 

Summarizes the entire project’s progress 

and outcomes. 

Supervisors, 

evaluators 

 

 



4. Structure and Style in Writing 

When writing project documentation in Professional English, focus on: 

 Clarity: Use precise, unambiguous language. (Açıklık: Kesin, net bir dil kullanın.) 

 Conciseness (Özlülük): Avoid unnecessary words or repetition. 

 Consistency (Tutarlılık): Use consistent terminology and formatting. 

 Formal tone: Maintain a professional and objective tone. (Profesyonel ve objektif bir 

üslup koruyun.) 

 Use visuals: Include diagrams, tables, and charts to support explanations. 

 Active voice: Prefer “The system processes data” over “Data is processed by the 

system.” 

 

5. Key Sections in a Technical Project Document 

A typical software project report includes: 

1. Title Page 

2. Abstract or Executive Summary 

3. Introduction – purpose and background 

4. System Analysis – problem definition and requirements 

5. System Design – architecture, diagrams, modules 

6. Implementation – tools, programming, interfaces 

7. Testing and Evaluation – test results and improvements 

8. Conclusion and Future Work 

9. References and Appendices 

 

6. Example Excerpt (alıntı) 

Example (Design Section): 

The system follows a client-server architecture. The client sends HTTP requests to the server, 

which processes data through a RESTful API. The backend is implemented in Python Flask, and 

the database uses PostgreSQL for data storage. 

This example is clear, formal, and informative, using technical vocabulary appropriately. 

 

7. Professional English Tips 

 Use neutral, formal verbs (e.g., implement, develop, analyze, maintain). 

 Avoid personal pronouns (e.g., say “The project demonstrates…” instead of “I 

show…”). 

 Be objective — focus on facts, not opinions. 

 Use standard technical formatting (headings, bullet points, numbered lists). 

 

Summary 

Writing Project Documentation means preparing clear, complete, and professional 

documents that describe all aspects of a software project. 



It requires both technical accuracy and strong English writing skills — so that the document 

is useful, readable, and professional for its intended audience. 

 

Would you like me to create a sample outline or example of a short project documentation 

(for example, for a student software project)? 

 

3.2. Writing software specifications (requirements, features, limitations) 
🧩 1. What Are Software Specifications? 

Software specifications describe what a software system should do — not how it should be 

built. 

They define the requirements, features, and limitations of a system so that developers, 

clients, and testers share a common understanding. 

In other words, a specification document is like a contract between the client and the 

development team. 

 

🎯 2. Purpose of Writing Software Specifications 

1. Clarity: Ensure everyone understands the same goals. 

2. Planning: Help teams estimate time, cost, and resources. 

3. Verification: Provide measurable criteria for testing. 

4. Communication: Serve as a bridge between technical and non-technical stakeholders. 

 

📘 3. Structure of a Software Specification Document (SRS) 

A typical Software Requirements Specification (SRS) includes these main sections: 

1. Introduction 

o Project purpose and scope 

o Definitions, acronyms, abbreviations 

o References and overview 

2. Overall Description 

o System perspective (how it fits into a larger system) 

o User needs and constraints 

o Assumptions and dependencies 

3. System Requirements 

o Functional requirements (what the system must do) 

o Non-functional requirements (performance, security, usability, etc.) 

4. System Features 

o Detailed descriptions of each feature or module 

5. System Limitations 

o Known constraints or conditions that the system cannot handle 

 

 

 



4. Writing the Three Key Parts 

A. Requirements 

Requirements are the must-have conditions that define the system’s behavior and capabilities. 

Two main types: 

 Functional Requirements → describe what the system does. 

Example: “The system shall allow users to log in using a username and password.” 

 Non-Functional Requirements → describe how the system performs. 

Example: “The system shall respond to user input within two seconds.” 

✅ Writing tips: 

 Use “shall” or “must” for mandatory requirements. 

 Be specific, measurable, and testable. 

 Avoid vague words like “fast,” “user-friendly,” or “good performance.” Instead, give 

numbers or standards. 

 

B. Features 

Features describe the capabilities or functions that add value for users. 

Example (for a To-Do List App): 

 Users can create, edit, and delete tasks. 

 The app sends reminders for upcoming deadlines. 

 Users can categorize tasks into personal and work lists. 

✅ Writing tips: 

 Use clear action verbs (e.g., “display,” “record,” “generate”). 

 Focus on what the user can do, not how the feature is implemented. 

 Use bullet points for readability. 

 

C. Limitations 

Limitations describe what the system cannot do or where it has restrictions. 

Example (for a mobile app): 

 The system works only on Android 10 or higher. 

 The application cannot operate without an internet connection. 

 The database supports up to 10,000 user records. 

✅ Writing tips: 

 State limitations clearly to manage expectations. 

 Use factual, objective language. 

 Avoid apologetic or emotional tone — be professional. 

 

 

 

 

 

 



5. Writing Style in Professional English 

 Use formal, objective, and neutral language. 

 Prefer active voice: 

“The system records user activity” ✅ 

“User activity is recorded by the system” ❌ 

 Be precise and concise. 

 Use numbered lists for clarity (e.g., R1, R2, R3 for requirements). 

 Maintain consistency in terminology (e.g., always say “user” instead of switching 

between “client,” “customer,” and “person”). 

 

🧩 6. Example Excerpt (Mini SRS Section) 

Project: Online Bookstore System 

Functional Requirements: 

1. The system shall allow customers to register and create an account. 

2. The system shall enable users to search for books by title, author, or genre. 

3. The system shall process payments through secure payment gateways. 

Non-Functional Requirements: 

1. The system shall support up to 1,000 simultaneous users. 

2. The website shall load each page in under 3 seconds. 

3. The system shall encrypt all sensitive data using AES-256 encryption. 

Features: 

 User registration and login 

 Book search and filtering 

 Shopping cart and payment integration 

 Order tracking and history 

Limitations: 

 The system is accessible only through desktop browsers. 

 Payment system supports credit cards only. 

 No support for multi-language interface in the first version. 

 

 7. Summary 

Section Purpose Writing Focus 

Requirements Define what the system must do Use measurable, testable statements 

Features Show main functions and user benefits Use clear action verbs 

Limitations Identify constraints Be factual and objective 

 

 

 

 

 



3.3. Writing progress reports and meeting summaries 
1. What Are Progress Reports and Meeting Summaries? 

Progress Report 

A progress report is a formal written update about the current status of a project. 

It tells what has been done, what is being done, and what will be done next. 

It helps managers, clients, or instructors track progress and identify any challenges or delays. 

Meeting Summary (Minutes of Meeting) 

A meeting summary (or meeting minutes) is a short written record of what was discussed, 

decided, and assigned during a meeting. 

It serves as an official record and a reminder of responsibilities and deadlines. 

 

2. Purpose in Professional Communication 

Both documents are essential for technical teamwork and project management, ensuring 

that: 

 Everyone knows the current project status 

 Decisions and tasks are recorded clearly 

 There is accountability and transparency 

 Communication remains professional and efficient 

 

3. Writing Progress Reports 

A. Typical Structure 

A professional progress report usually includes: 

1. Title and Date 

Example: Progress Report – Smart Attendance System (October 2025) 

2. Introduction / Purpose 

State the objective of the report. 

Example: “This report summarizes the development progress of the Smart Attendance System 

for the period between October 1–20, 2025.” 

3. Work Completed 

Describe tasks or milestones achieved. 

Example: “Face recognition module completed and tested with 95% accuracy.” 

4. Work in Progress 

Mention ongoing activities. 

Example: “Integration of database with user interface is under development.” 

5. Plans for Next Period 

Outline upcoming tasks. 

Example: “Next week, we plan to implement attendance report generation and cloud backup.” 

6. Problems or Issues 

Identify any challenges. 

Example: “Performance drops under low lighting conditions; optimization is in progress.” 

7. Conclusion / Summary 



Example: “The project is progressing on schedule and expected to complete Phase 2 by 

November 10.” 

 

B. Writing Style Tips 

 Be clear and concise — focus on facts, not emotions. 

 Use bullet points or short paragraphs for readability. 

 Use formal and objective language (avoid personal opinions). 

 Prefer past and present tense for completed and ongoing tasks, future tense for plans. 

 

Example: Short Progress Report 

Progress Report – Online Bookstore Project 

Date: October 15, 2025 

Prepared by: Software Engineering Team 

Purpose: 

This report summarizes the project’s current development status. 

Work Completed: 

 User registration and login modules implemented. 

 Database schema designed and tested. 

 Payment gateway integrated successfully. 

Work in Progress: 

 Search and filter function is under development. 

 UI design improvements ongoing. 

Plans for Next Week: 

 Complete search module. 

 Begin system testing. 

Problems: 

 Minor issues with API response time; debugging in progress. 

Summary: 

The project is progressing according to schedule. No major delays anticipated. 

 

4. Writing Meeting Summaries (Minutes) 

A. Purpose 

Meeting summaries are official records of what was discussed, agreed upon, and decided 

during a meeting. 

They help team members remember key points, responsibilities, and deadlines. 

 

 

 

 

 

 



B. Standard Format 

1. Meeting Details 

o Date, time, place, and participants 

o Meeting purpose or topic 

2. Agenda Items and Discussions 

List the main points discussed, in order. 

3. Decisions Made 

Summarize key agreements or conclusions. 

4. Action Items / Responsibilities 

Who will do what, and by when. 

5. Next Meeting Date 

Optional, if scheduled. 

 
Example: Meeting Summary 

Meeting Summary – Software Design Discussion 

Date: October 12, 2025 

Time: 14:00–15:30 

Participants: Alice Brown, John Smith, Cahit Karakuş, and team members 

Agenda: 

1. Database structure review 

2. API development plan 

3. User interface prototype 

Discussions: 

 Database structure approved with minor changes. 

 Decision to use RESTful API framework. 

 UI design feedback collected; color scheme to be updated. 

Decisions Made: 

 Database schema finalized. 

 API development will begin on October 20. 

 UI prototype revision deadline set for October 25. 

Action Items: 

Task Responsible Deadline 

Finalize database scripts John Smith Oct 18 

Start API development Alice Brown Oct 20 

Update UI prototype Design Team Oct 25 

Next Meeting: October 28, 2025 

 

 

 

 



5. Language and Tone 

In Professional English, when writing reports or summaries: 

 Use neutral, factual verbs (e.g., discussed, approved, completed, identified). 

 Avoid emotional or subjective language (“I think,” “we felt”). 

 Use clear headings and logical order. 

 Keep sentences short and informative. 

 

6. Summary Table 

Type Purpose Key Sections Tone 

Progress 

Report 

Describe what has been done, 

is being done, and what comes 

next 

Title, Work Completed, Work in 

Progress, Plans, Problems, 

Summary 

Objective, 

factual 

Meeting 

Summary 

Record what was discussed, 

decided, and assigned 

Meeting Info, Agenda, 

Discussions, Decisions, Action 

Items 

Formal, 

concise 

 

3.4. Version control communication (commit messages, pull requests) 
🧩1. What Is Version Control Communication? 

Version control communication refers to the professional writing and collaboration that 

happens when software engineers use version control systems such as Git, GitHub, GitLab, 

or Bitbucket. 

It includes all the written forms of communication that occur around code versions, such as: 

 Commit messages 

 Pull or merge requests 

 Code reviews and comments 

 Branch and tag names 

 Change logs or release notes 

So, in short — it’s how engineers write and communicate clearly about code changes. 

 

 2. Purpose of Version Control Communication 

Version control is not just technical — it’s a writing activity too. 

Its purpose is to: 

1. Document changes — what was modified, added, or fixed. 

2. Facilitate teamwork — help others understand your changes. 

3. Maintain traceability — allow teams to track the evolution of a project. 

4. Reduce confusion — especially in large or remote teams. 

Good version control communication combines technical accuracy with clear, professional 

English writing. 

 

 



⚙️ 3. Key Components 

A. Commit Messages 

A commit message records what change was made and why. 

Structure of a Good Commit Message 

1. Title line (summary): short and clear (max 50 characters) 

2. Description (optional): explain why the change was needed or how it was made 

Example (Good): 

Fix login bug in user authentication module 

 

- Corrected password validation function 

- Updated error messages for clarity 

- Added unit test for edge cases 

Example (Poor): 

Fixed stuff 

✅ Professional English Tips: 

 Start with an imperative verb: add, fix, update, remove, refactor. 

 Keep sentences short and factual. 

 Use the present tense (as if giving a command): “Add feature…”, not “Added feature…”. 

 
B. Pull Requests / Merge Requests 

When a developer wants to merge code into the main branch, they open a pull request (PR). 

This includes a description of the changes and often a discussion among team members. 

Example of a Professional Pull Request Description: 

Title: Add notification feature for user messages 

Description: 

This update introduces a new notification system that alerts users when they receive 

messages. 

Changes include: 

 Added notification icon to dashboard 

 Implemented server-side event handling 

 Updated database schema 

Testing: 

Verified locally on Chrome and Firefox. 

✅ Writing Tips: 

 Use clear structure and bullet points. 

 Maintain a formal, polite tone in comments and discussions. 

 Use actionable feedback in code reviews (e.g., “Please check line 45 for null handling” 

instead of “This code is bad”). 

 

 

 



C. Code Review Comments 

Code reviews are collaborative discussions about the quality and logic of the code. 

They require professional tone and constructive language. 

Unprofessional comment: 

“This makes no sense.” 

Professional comment: 

“Could you clarify the logic in this section? It might cause a null pointer exception if the value 

is undefined.” 

✅ Polite, objective phrasing examples: 

 “Consider renaming this variable for clarity.” 

 “This function works well; maybe add a short comment for maintainability.” 

 “It might be better to handle this case in a separate method.” 

 
D. Branch and Tag Naming 

Branch names should clearly describe their purpose. 

Examples: 

 feature/user-authentication 

 bugfix/payment-validation 

 hotfix/ui-layout 

✅ Use lowercase, hyphens or slashes, and meaningful names. 

 
E. Change Logs / Release Notes 

After a version is released, teams summarize the main changes in release notes. 

Example: 

Version 2.3.0 – Released October 2025 

 Added dark mode feature 

 Improved login performance by 20% 

 Fixed issue with session timeout 

 Deprecated old API endpoint /v1/user-info 

✅ Tips: 

 Use consistent format and version numbers. 

 Write in simple, clear English. 

 Group changes under headings (e.g., New Features, Bug Fixes, Improvements). 

 

 

 

 

 

 

 

 



✍️ 4. Language and Tone Guidelines 

Context Recommended Tone Example 

Commit 

messages 

Command form, 

factual 
“Add input validation for registration form.” 

Pull requests Formal, descriptive 
“This pull request implements a new filtering 

feature.” 

Code reviews Polite, constructive “Please verify the null handling in this function.” 

Change logs Objective, concise “Improved page loading speed on mobile devices.” 

 
🧩 5. Common Mistakes to Avoid 

❌ Writing vague commit messages like “fixed bugs” 

❌ Using emotional or rude language in reviews 

❌ Skipping explanations for complex changes 

❌ Mixing unrelated updates in one commit 

❌ Using slang or abbreviations that others may not understand 

 

✅ 6. Summary 

Component Purpose Example Style 

Commit message Record what and why “Fix typo in API endpoint documentation.” 

Pull request 
Describe and request 

merge 

“Add search function with pagination 

support.” 

Code review Evaluate and improve “Consider adding exception handling here.” 

Branch/tag 

name 
Organize work feature/data-export 

Change log Document release updates “Added report export feature in CSV format.” 

 
In short: 

Version Control Communication = Writing clearly, politely, and professionally while 

collaborating in code. 

It’s where technical precision meets effective English communication — an essential skill for 

every software engineer working in a team. 

 

 

 

 

 

 



3.5. Writing clear API documentation and error messages 
 

1. What Is API Documentation? 

API documentation (Application Programming Interface documentation) is a technical 

manual that explains how software developers can use your code, service, or library. 

It describes: 

 What the API does 

 How to call it (methods, endpoints, parameters) 

 What data it returns 

 What errors might occur 

In other words, API documentation is a bridge between developers — helping one team 

understand how to use another team’s software components. 

Good API documentation requires not only technical precision but also clear, professional 

English writing. 

 

2. Purpose of Writing API Documentation 

The main goals are to: 

1. Guide developers on how to use the API correctly. 

2. Prevent misunderstandings and reduce support questions. 

3. Ensure consistency across software teams and systems. 

4. Promote usability — clear docs make your API more likely to be adopted. 

 

3. Typical Structure of API Documentation 

A professional API documentation usually includes: 

1. Overview / Introduction 

Explains the purpose of the API. 

“The WeatherAPI provides real-time and forecast weather data for global locations.” 

2. Authentication 

Describes how users can securely access the API. 

“To access the API, include your API key in the header as ‘Authorization: Bearer <token>’.” 

3. Endpoints / Methods 

Lists available API operations. 

o HTTP Method: GET, POST, PUT, DELETE 

o Endpoint URL: /api/v1/users 

o Parameters and data format 

4. Request Example 

Shows how to send a request. 

5. GET /api/v1/weather?city=Amsterdam&unit=metric 

6. Response Example 

Shows a typical JSON or XML response. 

7. { 



8.   "city": "Amsterdam", 

9.   "temperature": 15, 

10.   "unit": "Celsius" 

11. } 

12. Error Codes and Messages 

Lists possible error situations and how to fix them (explained below). 

13. Best Practices / Notes 

Gives developers hints for efficient and secure usage. 

 

4. Writing Style for Clear API Documentation 

Professional English style in technical documentation means being: 

Principle Description Example 

Clear Use simple, direct sentences 
“Send a GET request to retrieve all 

users.” 

Consistent 
Use the same terms (e.g., always say 

“endpoint,” not “API path”) 
— 

Concise Avoid unnecessary words “Include your API key in the header.” 

Objective Avoid emotion or personal language 
“The server returns a 401 error if 

authentication fails.” 

Structured 
Use headings, tables, or bullet points for 

readability 
— 

✅ Use imperative verbs (e.g., send, return, include, provide). 

✅ Be neutral and factual, not conversational. 

✅ Explain both “how” and “why” where necessary. 

 

5. Example: Short API Documentation (Professional Style) 

API Name: SmartAttendance API 

Version: 1.2 

Base URL: https://api.smartattendance.com/v1 

1. Overview 

The SmartAttendance API allows developers to record and retrieve attendance data using face 

recognition. 

2. Authentication 

Use your API key in the header of each request: 

Authorization: Bearer <API_KEY> 

3. Endpoint: Get Student Attendance 

Method: GET 

URL: /attendance/{student_id} 

Parameters: 



Name Type Required Description 

student_id Integer Yes Unique ID of the student 

Request Example: 

GET /attendance/12345 

Response Example: 

{ 

  "student_id": 12345, 

  "name": "Ece Karakuş", 

  "status": "Present", 

  "date": "2025-10-22" 

} 

Possible Errors: 

Code Message Meaning 

400 Bad Request Missing or invalid student ID 

401 Unauthorized Invalid or missing API key 

404 Not Found No record found for given student ID 

500 Internal Server Error Unexpected system failure 

 

 6. Writing Clear Error Messages 

Error messages are part of user-facing communication — they must be clear, helpful, and 

polite. 

A. Purpose 

 Help users understand what went wrong. 

 Suggest how to fix the problem. 

 Maintain a professional and respectful tone. 

 

B. Structure of a Good Error Message 

1. State the problem clearly. 

2. Explain why it happened (if possible). 

3. Suggest a solution or next step. 

Example 1: Poor Message 

“Error 401. Authentication failed.” 

Example 2: Professional Message 

“Authentication failed: your API key is missing or invalid. Please include a valid key in the 

request header.” 

Example 3: User Interface Example 

“Unable to save your data. Check your internet connection and try again.” 

✅ Tips for Professional Error Messages: 

 Use simple English (avoid jargon). 

 Be polite (“Please check…” rather than “You did it wrong.”) 



 Avoid blaming language. 

 Use consistent formatting across all error types. 

 Include error codes for developers (e.g., Error 404 – Resource not found). 

 
🧩 7. English Style Guidelines for API & Errors 

Type Use Example 

Verb choice Use commands: send, return, include “Include the token in the header.” 

Tense Present tense “The server returns a JSON object.” 

Voice Active “The API sends a response.” 

Tone Neutral, professional “The request cannot be processed.” 

Length Short and focused “Request timeout. Try again later.” 

 

✅ 8. Summary Table 

Section Purpose Example Phrase 

Overview 
Describe what the API 

does 

“The API provides weather data for global 

cities.” 

Authentication Explain access method “Include your API key in the header.” 

Endpoints Show available methods “GET /users – returns all registered users.” 

Request/Response Show data format “The server returns a JSON object.” 

Error Messages Explain what went wrong 
“Invalid email format. Please enter a valid 

email.” 

 
In summary: 

Writing clear API documentation and error messages means combining technical accuracy 

with clear, polite, and consistent professional English — helping developers understand your 

system quickly and solve problems effectively. 

 

 

 

 

 

 

 

 

 

 

 

 

 



3.6. Structuring and formatting technical documents 
 

🧩 1. What Does It Mean? 

Structuring and formatting technical documents means organizing technical information in a 

logical, consistent, and reader-friendly way. 

Good structure and formatting help readers: 

 Find information quickly, 

 Understand technical content easily, 

 Use the document effectively (for learning, maintenance, or development). 

In short: even great technical content fails if it’s poorly organized or formatted. 

 
🧩 2. Why Structure Matters 

In technical communication, structure: 

 Improves clarity: Readers know where to find definitions, procedures, or results. 

 Ensures consistency: All documents follow a familiar layout. 

 Saves time: Both writers and readers can navigate the text efficiently. 

 Looks professional: Good formatting builds trust and credibility. 

 

📘 3. Common Types of Technical Documents 

Each type has its own typical structure, but all share similar formatting principles. 

Document Type Purpose 

Reports Present progress, research results, or analysis 

Manuals Explain how to install, configure, or use a system 

Proposals Suggest a solution or project plan 

Technical Specifications (SRS) Define software requirements and features 

API Documentation Describe how to use software interfaces 

Meeting Notes / Summaries Record key decisions and action items 

 
🧩 4. Typical Structure of a Technical Document 

Here’s a general structure you can adapt: 

1. Title Page 

o Document title, author(s), organization, and date 

2. Table of Contents (TOC) 

o Automatically generated for long documents 

3. Introduction 

o Purpose and scope of the document 

o Target audience 

o Background information 

4. Main Body (Content Sections) 

o Organized into logical headings and subheadings 



o Use numbered sections (e.g., 1.0, 1.1, 1.2) for clarity 

o Each section should deal with one main idea 

5. Conclusion or Summary 

o Restate main findings, decisions, or recommendations 

6. References / Bibliography 

o List of sources, standards, or related documents 

7. Appendices (if needed) 

o Supporting data, charts, code samples, etc. 

 
🧩 5. Key Formatting Principles 

A. Headings and Subheadings 

 Use clear, descriptive titles. 

 Follow a consistent hierarchy (e.g., H1 for main section, H2 for subsections). 

 Example: 

 1. Introduction   

    1.1 Purpose   

    1.2 Scope   

 2. System Overview   

    2.1 Architecture   

    2.2 Components 

 
B. Lists and Numbering 

 Use numbered lists for steps or sequences. 

 Use bulleted lists for related items or options. 

 Example: 

To install the software: 

1. Download the installer. 

2. Run the setup file. 

3. Follow on-screen instructions. 

 
C. Tables and Figures 

 Use tables for structured data (e.g., requirements, parameters, comparison). 

 Label all tables and figures (e.g., “Table 1: System Requirements”). 

 Provide short, descriptive captions. 

 
D. Fonts and Spacing 

 Use readable fonts (e.g., Arial, Calibri, Times New Roman). 

 Keep font size consistent (usually 11–12 pt for body text). 

 Use bold for emphasis, italics for examples or terms, and code formatting (like this) 

for commands. 

 Leave enough white space to avoid visual clutter. 



 
E. Consistency 

Maintain the same: 

 Terminology (e.g., always say “user” instead of “client” or “customer”). 

 Formatting style (headings, margins, colors, etc.). 

 Date, number, and unit formats (e.g., 01/10/2025 vs. October 1, 2025). 

 
F. Visual Aids 

Include: 

 Diagrams for system architecture or workflows, 

 Screenshots for UI explanations, 

 Flowcharts for process illustration. 

Visuals improve comprehension — but each must have a label and caption. 

 

✍️ 6. Writing Style for Technical Documents 

 Be clear and concise (avoid unnecessary words). 

 Use active voice: 

“The system records transactions.” ✅ 

“Transactions are recorded by the system.” ❌ 

 Use parallel structure in lists (each item starts with the same part of speech). 

 Avoid jargon unless it’s standard in your audience’s field. 

 Define all abbreviations the first time they appear. 

 
7. Example (Mini Format) 

Title: User Guide for SmartHome Control System 

Author: Software Engineering Team 

Date: October 2025 

Table of Contents 

1. Introduction 

2. System Overview 

3. Installation 

4. Using the Application 

5. Troubleshooting 

1. Introduction 

This document provides installation and operation instructions for the SmartHome Control 

System. It is intended for end users and maintenance staff. 

2. System Overview 

The SmartHome application allows users to monitor and control household devices remotely 

via a mobile interface. 

 

 



3. Installation 

1. Download the SmartHome app from the official website. 

2. Install and open the application. 

3. Create a user account. 

4. Troubleshooting 

If the system fails to connect, ensure Wi-Fi is enabled and the device firmware is updated. 

 

✅ 8. Summary Table 

Element Description Example 

Structure Logical order of sections Introduction → Body → Conclusion 

Headings Organize ideas hierarchically 1.0, 1.1, 1.2 

Formatting Consistent visual style Fonts, spacing, lists 

Clarity Simple, direct, active writing “Click Save to confirm changes.” 

Consistency Same terms, units, style Always use “user” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. Oral Communication for Engineers 

Oral communication refers to the ability to speak clearly, confidently, and professionally in 

different professional and technical contexts — meetings, presentations, interviews, and daily 

teamwork. For software engineers, it means being able to explain technical ideas, collaborate 

with teams, and communicate with clients using clear, structured spoken English. 

 

Objectives for Students 

By the end of this unit, students should be able to: 

1. Communicate ideas fluently in technical discussions. 

2. Present projects, systems, or algorithms clearly and confidently. 

3. Participate effectively in meetings (reporting, summarizing, clarifying). 

4. Ask and answer questions professionally. 

5. Adjust tone and complexity of speech based on the audience. 

6. Handle unexpected questions, disagreements, or feedback politely. 

 

Why It’s Important for Software Engineers 

 Engineers constantly discuss, demonstrate, and explain their work. 

 They collaborate in Agile/Scrum meetings, code reviews, and client briefings. 

 Good speaking skills lead to clearer teamwork, fewer misunderstandings, and stronger 

professional impressions. 

In global teams, spoken English is often the main medium for collaboration — especially in 

online meetings or project demos. 

 

Key Areas of Oral Communication 

1. Project Presentations 

Students learn to describe: 

 Project goals and purpose 

 Architecture and design decisions 

 Technical challenges and solutions 

 Future improvements 

🧠 Example phrases: 

“Our project aims to simplify data sharing between applications.” 

“We chose Python because of its flexibility and library support.” 

Tip: Teach how to use visuals (slides, diagrams) and structure their talk: 

Introduction → Method → Results → Conclusion. 

 

 

 

 

 

 



2. Explaining Technical Concepts 

Students practice turning code or complex systems into clear speech. 

Example: 

“This function takes user input, checks for validity, and stores it in the database if it passes all 

conditions.” 

Teach them to: 

 Use simple, logical language 

 Avoid jargon overload 

 Give examples or analogies 

 

3. Meeting Participation (Agile/Scrum) 

Students simulate real workplace meetings: 

 Daily stand-ups: 

“Yesterday I fixed the login bug. Today I’ll work on the API integration. No blockers.” 

 Sprint reviews and retrospectives: 

“The new module works well, but testing took longer than expected.” 

Skills developed: 

 Giving short updates 

 Reporting problems or blockers 

 Summarizing decisions 

 

4. Team Collaboration and Brainstorming 

Students practice: 

 Asking for opinions: “What do you think about adding caching here?” 

 Agreeing or disagreeing politely: “That’s a good idea, but maybe we should test it first.” 

 Building on others’ ideas: “Yes, and we could also optimize the loop for speed.” 

 

5. Client and Stakeholder Communication 

Students learn to speak with non-technical audiences: 

 Explaining features in plain English 

 Avoiding technical overload 

 Focusing on benefits, not code 

Example: 

“This update will make the website load faster and improve the user experience.” 

 

 

 

 

 

 

 



6. Interview and Career Communication 

Students prepare for: 

 Technical interviews: Explaining algorithms, projects, and thought process 

 Behavioral interviews: Describing teamwork, challenges, and achievements using the 

STAR method (Situation, Task, Action, Result) 

Example: 

“In my last project, we faced a database bottleneck. I suggested using indexing, which reduced 

query time by 40%.” 

 

7. Handling Questions and Feedback 

Engineers must respond effectively when challenged or asked to clarify. 

Useful phrases: 

 “That’s a good question. Let me explain how it works…” 

 “I see your point — we might need to adjust that in the next sprint.” 

 “Could you please clarify what you mean by…?” 

 

Language Focus 

Function Example Expressions 

Starting a presentation “Good morning, today I’ll present our latest software project…” 

Transitioning “Next, let’s look at the architecture…” 

Emphasizing “The key point here is…” 

Clarifying “In other words, the system stores data locally before syncing.” 

Summarizing “To summarize, we improved performance and security.” 

Closing “Thank you for listening — any questions?” 

 

Classroom Activities 

1. Mini Presentations: Students give 2–3 minute talks about a project or a technology 

they use. 

2. Stand-up Meeting Simulation: Groups act out a daily Agile meeting. 

3. Role-play: 

Developer–client conversation about a software issue. 

4. Explaining Code: Each student explains a short piece of pseudocode aloud. 

5. Peer Feedback: Students give each other polite, constructive comments on their 

speaking clarity and confidence. 

 

Assessment Ideas 

 Oral presentation (graded on clarity, organization, tone, and pronunciation) 

 Group meeting participation evaluation 

 Self-reflection or peer assessment after role plays 

 Listening and responding exercises (understanding questions accurately) 



Summary 

Focus Area Skills Developed 

Presentations Organization, confidence, structure 

Meetings Conciseness, teamwork, reporting 

Technical explanations Simplifying complex information 

Client communication Clarity, tone, diplomacy 

Interviews Fluency, self-presentation, confidence 

 

4.1. Presenting a software project or demo 
Presenting a Software Project or Demo 

Presenting a software project or demo is one of the most important oral communication skills 

for engineers. It combines technical explanation, storytelling, and professional presentation 

skills to effectively show how a software solution works, what problem it solves, and why it 

matters. 

Whether you are speaking to clients, managers, investors, or fellow developers, your goal is 

to make your project understandable, engaging, and credible. 

 
1. Purpose of a Software Presentation 

A presentation or demo aims to: 

 Communicate the idea and purpose of your project clearly. 

 Demonstrate functionality—show what your software actually does. 

 Highlight technical strengths—the architecture, algorithms, or frameworks used. 

 Show problem–solution fit—how your software meets a real need. 

 Receive feedback or approval—for funding, collaboration, or deployment. 

 
2. Structure of the Presentation 

A good structure keeps your audience engaged and ensures clarity. 

a. Introduction 

 Greet the audience professionally. 

 State your name, role, and the project title. 

 Give context: what problem does your software address? 

Example: “Good morning, everyone. My name is Cahit Karakuş, and today I’ll be presenting 

our project called OdaStudio, an AI-based interior design assistant that helps real estate 

professionals visualize homes instantly.” 

b. Problem Statement 

 Describe the issue or challenge your software solves. 

 Use data, examples, or visuals to illustrate the need. 

Example: “Real estate agents often struggle to help clients imagine empty spaces. This slows 

down sales and reduces customer engagement.” 

c. Solution Overview 



 Introduce your software and its main features. 

 Explain how it solves the problem effectively. 

Example: “OdaStudio uses AI to generate realistic interior designs from plain room photos in 

seconds.” 

d. Technical Details (Brief) 

 Mention technologies, languages, and tools used. 

 Explain design decisions or unique algorithms briefly. 

Example: “We built the backend in Python using FastAPI, integrated OpenAI’s image 

generation API, and used a React frontend.” 

e. Live Demo or Recorded Demo 

 Show the software in action. 

 Demonstrate key workflows, user interface, and core features. 

 Narrate what’s happening as you perform each step. 

Tip: Keep it short, focus on 2–3 main features, and prepare backup screenshots in case of 

technical issues. 

f. Results and Benefits 

 Present measurable outcomes (e.g., speed improvement, accuracy, user satisfaction). 

 Highlight user feedback or test results. 

g. Future Work / Next Steps 

 Mention what you plan to improve, extend, or research next. 

h. Conclusion 

 Summarize the key message. 

 End with appreciation and a clear invitation for questions. 

Example: “In summary, OdaStudio transforms property marketing by making interior design 

instant and affordable. Thank you for your attention—I’d be happy to answer your questions.” 

 
3. Communication Tips 

Skill Area Tips for Engineers 

Clarity 
Avoid jargon when speaking to non-technical audiences. Define technical 

terms briefly. 

Tone 
Speak confidently, clearly, and with enthusiasm. Avoid reading slides word-

for-word. 

Timing 
Keep your talk between 5–10 minutes for short demos; longer only if 

required. 

Body Language 
Maintain eye contact, use open gestures, and face the audience—not the 

screen. 

Visuals Use clear, minimal slides or live screens. Avoid cluttered code or dense text. 

Engagement Ask short questions or show interactive parts of your app. 



Skill Area Tips for Engineers 

Handling 

Questions 

Listen carefully, repeat questions if necessary, and answer politely. If unsure, 

say, “That’s an excellent question — I’ll follow up with more details after the 

session.” 

 
4. Common Mistakes to Avoid 

 Talking too much about code instead of the problem and solution. 

 Showing a demo without explanation. 

 Using too many slides or small text. 

 Running an untested live demo. 

 Ignoring the audience’s background or expectations. 

 
5. Example Phrases for Professional English 

 “Our project aims to address the problem of…” 

 “The key feature of our software is…” 

 “As you can see on the screen, the system automatically…” 

 “In future versions, we plan to improve…” 

 “Let me summarize the main benefits before we conclude.” 

 “Thank you for your attention. I’m open to any questions.” 

 
Summary 

Presenting a software project or demo is not just about showing the software—it’s about 

communicating the value of your work clearly and persuasively. Good technical presentations 

balance clarity, confidence, and connection with the audience. 

 

4.2. Explaining architecture and design decisions 
xplaining Architecture and Design Decisions 

In professional software engineering communication, one of the most critical oral skills is the 

ability to explain architecture and design decisions clearly and logically. 

This involves describing how a system is structured, why certain technologies or designs 

were chosen, and how those choices affect performance, scalability, and maintainability. 

Engineers often present such explanations to team members, managers, or clients during 

design reviews, project meetings, or technical interviews. 

 
1. Purpose of Explaining Architecture and Design Decisions 

When you explain architecture and design, your main goals are to: 

 Communicate how the system is organized and how components interact. 

 Justify why you chose a particular architecture or design pattern. 

 Show awareness of trade-offs and alternatives you considered. 

 Demonstrate that your decisions are rational, data-driven, and aligned with project 

goals. 



Good explanations build credibility and shared understanding among engineers and 

stakeholders. 

 
2. What “Architecture” and “Design Decisions” Mean 

Concept Meaning 

Architecture 
The high-level structure of a software system — how components, modules, 

and services fit together. Example: microservices vs monolithic architecture. 

Design 

Decisions 

Specific choices made during development — which algorithms, data models, 

APIs, frameworks, or UI layouts to use. 

In short: 

 Architecture = big picture (system structure). 

 Design Decisions = specific choices within that structure. 

 
3. Structure for Explaining Architecture and Design Decisions 

A clear explanation typically follows this order: 

a. Introduce the System 

Start by giving context — what the system does and who uses it. 

“Our platform is a web-based booking system designed for small hotels to manage 

reservations and payments.” 

b. Present the Architecture Overview 

Describe the system’s major components and how they interact. 

Use a diagram or slide if possible. 

“The system follows a microservices architecture. Each core function—authentication, 

booking, and payment—is handled by an independent service communicating through REST 

APIs.” 

c. Explain Key Design Decisions 

Identify major technical choices and justify each with reasoning. 

“We chose a microservices approach to improve scalability and allow independent 

deployment of each component.” 

“For the database, we used PostgreSQL because of its strong relational features and 

reliability.” 

d. Discuss Alternatives and Trade-offs 

Show you evaluated other options. This demonstrates analytical thinking. 

“We considered using a NoSQL database for flexibility, but relational integrity was more 

important for our financial transactions.” 

e. Highlight Non-Functional Aspects 

Explain how the design supports performance, security, maintainability, or scalability. 

“Using caching with Redis reduced response time by 40%.” 

“We separated the authentication service for better security isolation.” 

f. Conclude with the Benefits 

Summarize how your design aligns with project goals. 



“Overall, this architecture supports modular growth, faster updates, and easy maintenance.” 

 
4. Key Communication Strategies 

Aspect Effective Practice 

Clarity Use visuals (diagrams, charts) and simple structure. Avoid unnecessary jargon. 

Justification Always connect a design choice to a goal (e.g., scalability, performance, cost). 

Comparison Briefly mention other options and explain why your choice is better. 

Conciseness Focus on 3–4 main decisions, not every small detail. 

Confidence 
Use assertive but polite language: “We selected… because…”, “Our decision was 

based on…” 

Engagement Invite questions: “Does this structure make sense to everyone?” 

 
5. Useful Phrases in Professional English 

 “Our architecture follows a layered / modular / microservices approach.” 

 “The main reason for this design choice is…” 

 “We evaluated several options, including…, but we chose… because…” 

 “This design improves performance by…” 

 “The trade-off here is between scalability and complexity.” 

 “In future versions, we may consider migrating to…” 

 “This architecture supports easy integration with external APIs.” 

 
6. Example: Short Explanation 

“Let me briefly explain our system architecture. 

We adopted a three-tier architecture consisting of a presentation layer (React web app), a 

logic layer (Node.js backend), and a data layer (MongoDB database). 

We chose this model because it clearly separates concerns — making the system easier to 

maintain and scale. 

Although we considered a microservices approach, the project’s current size didn’t justify the 

added complexity. 

To improve performance, we used caching for frequent queries, which reduced load time by 

about 30%. 

Overall, this design ensures flexibility for future expansion while keeping initial development 

simple and efficient.” 

 
7. Common Mistakes to Avoid 

 Overly technical explanations that lose non-specialist audiences. 

 Focusing on how you coded something instead of why you designed it that way. 

 Ignoring trade-offs or risks. 

 Using buzzwords without clear meaning. 

 Skipping diagrams or visuals for complex architectures. 



 
8. Summary 

Explaining architecture and design decisions is about telling the story of your system’s 

structure—why you built it the way you did. 

A good explanation: 

 Shows clarity and rationale, 

 Balances technical depth with accessibility, 

 Demonstrates strategic thinking, 

 Builds trust and understanding among all stakeholders. 

 

4.3. Describing algorithms and workflows clearly 
Describing Algorithms and Workflows Clearly 

In professional engineering communication, being able to describe algorithms and workflows 

clearly is an essential oral skill. It allows engineers to explain how a system or process works 

step by step — whether they are presenting to teammates, clients, or non-technical 

audiences. 

This skill combines technical accuracy with clarity, logical sequencing, and accessible 

language. 

 
1. Purpose of Describing Algorithms and Workflows 

When explaining an algorithm or workflow, your goal is to help others: 

 Understand how your system solves a problem. 

 Follow the logical flow of operations or steps. 

 See why certain methods or techniques were chosen. 

 Collaborate effectively, whether in debugging, optimization, or documentation. 

Good explanations show not only what the process is, but also why each step matters. 

 
2. Understanding the Key Terms 

Term Meaning 

Algorithm 

A set of logical steps or rules used to solve a problem or perform a computation. 

Example: a sorting algorithm, a pathfinding algorithm, or a recommendation 

algorithm. 

Workflow 

The sequence of processes or tasks that occur to complete a larger operation. 

Example: the workflow of a user registering, uploading data, and receiving results 

from an app. 

In short: 

 Algorithms focus on logic and computation. 

 Workflows focus on process and sequence. 

 
3. Structure for Explaining an Algorithm or Workflow 



When speaking, it helps to use a simple, organized structure like this: 

a. Give Context and Purpose 

Start with what the algorithm or workflow does and why it is needed. 

“This algorithm recommends personalized movies to users based on their past ratings and 

viewing history.” 

b. State Inputs and Outputs 

Explain what data goes in and what result comes out. 

“The input is a user’s list of watched movies, and the output is a ranked list of suggested films.” 

c. Describe the Main Steps (Sequentially) 

Explain the process in clear, numbered stages or phases. 

Use connecting words: first, then, next, after that, finally. 

“First, the system collects user ratings. Then it identifies similar users using a similarity score. 

Next, it averages ratings from similar users to predict preferences. Finally, it recommends the 

top-rated items.” 

d. Mention Key Techniques or Formulas (if relevant) 

Briefly describe any special algorithms or logic used. 

“We apply cosine similarity to measure how close two users’ preferences are.” 

e. Explain the Workflow or System Interaction 

If the process involves multiple components, describe how they interact. 

“When a user logs in, the frontend sends their ID to the backend. The backend fetches data 

from the database, runs the recommendation algorithm, and sends back results for display.” 

f. Conclude with the Benefits or Results 

Show what the algorithm or workflow achieves. 

“This approach increases user engagement by 25% because recommendations are more 

accurate.” 

 
4. Communication Techniques for Clarity 

Aspect Tips 

Logical Order 
Present steps in the exact sequence they occur. Avoid jumping back and 

forth. 

Visual Aids Use flowcharts, diagrams, or simple slides to illustrate steps. 

Simplified 

Language 

Use everyday language where possible: “The system checks…”, “It 

compares…”, “It decides whether…” 

Signposting Use clear transition words: First, Next, After that, Finally, In summary. 

Verification Ask if the audience is following: “Does that make sense so far?” 

Audience 

Awareness 

Adapt your detail level — technical depth for engineers, big-picture 

summary for clients. 

 
5. Useful Phrases in Professional English 

 “The main purpose of this algorithm is to…” 



 “The process begins when…” 

 “At this stage, the system verifies whether…” 

 “The next step involves…” 

 “If the condition is met, the algorithm proceeds to…” 

 “This step ensures that…” 

 “Finally, the workflow completes when…” 

 “In summary, the algorithm efficiently solves the problem by…” 

 
6. Example: Explaining an Algorithm 

“Let me explain how our fraud detection algorithm works. 

The goal is to identify suspicious credit card transactions in real time. 

The input is the transaction data — including amount, time, and location — and the output is 

a risk score between 0 and 1. 

First, the algorithm compares the transaction against the user’s past behavior. 

Next, it checks for unusual patterns, such as spending in a different country or at an unusual 

hour. 

Then, it calculates a weighted score using a machine learning model trained on historical data. 

Finally, if the score exceeds a threshold, the transaction is flagged for review. 

This process allows the system to block fraudulent activity within milliseconds.” 

 
7. Example: Explaining a Workflow 

“Here’s the workflow for uploading and processing images in our system: 

First, the user selects a file and clicks Upload. 

The frontend sends the image to the backend API. 

The API validates the file type and stores it in the cloud. 

Then, an image processing service analyzes the file to detect faces or objects. 

After analysis, the processed image and results are sent back to the frontend for display. 

This workflow ensures smooth, automated processing with real-time feedback to the user.” 

 
8. Common Mistakes to Avoid 

 Explaining code line by line instead of summarizing the logic. 

 Using overly technical terms without explanation. 

 Speaking too fast or skipping key steps. 

 Forgetting to mention the purpose or result. 

 Showing a diagram without explaining it. 

 
9. Summary 

Describing algorithms and workflows clearly means: 

 Presenting the logic and flow in an organized, step-by-step way. 

 Using simple, structured language with clear transitions. 

 Highlighting the purpose, inputs, outputs, and key steps. 



 Supporting your explanation with visuals or examples when possible. 

Good communicators help others understand the process, not just the code — a crucial skill 

for engineers working in teams or presenting to mixed audiences. 

 

 

4.4. Participating in stand-up meetings (Agile/Scrum) 
 

 

4.5. Speaking in team discussions and brainstorming sessions 
 

 

4.6. Handling Q&A after a presentation 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. Vocabulary for Software Engineering 
🔹 Definition 

This topic focuses on helping students understand, use, and internalize the technical and 

professional terminology commonly used in software development, IT communication, and 

global tech workplaces. 

It includes not just single words, but also collocations, phrases, and contextual meanings — 

how real engineers talk and write in English. 

 

🎯 Objectives for Students 

By the end of this unit, students should be able to: 

1. Understand and correctly use essential technical vocabulary in software development. 

2. Recognize common phrases and collocations used in IT workplaces. 

3. Communicate technical ideas using precise and professional terms. 

4. Understand industry documentation, meetings, and job descriptions written in 

English. 

5. Build vocabulary for both technical and soft-skill communication in tech contexts. 

 

⚙️ Why It’s Important 

 Software engineering is a global profession, and English is the universal language of 

code documentation, APIs, libraries, and teamwork. 

 Understanding precise vocabulary helps students avoid miscommunication and 

collaborate effectively with international teams. 

 Many technical exams, interviews, and job tasks depend on strong command of English 

tech terms. 

 
🧩 Key Vocabulary Areas for Software Engineers 

1. Software Development Process 

Category Key Vocabulary 

Development 

stages 

requirement analysis, design, implementation, testing, deployment, 

maintenance 

Methodologies Agile, Scrum, Kanban, Waterfall, sprint, backlog, milestone 

Roles 
software engineer, developer, tester, project manager, scrum master, 

product owner 

🧠 Example use: 

“Our team follows Agile methodology with two-week sprints and regular retrospectives.” 

 

 

 

 

 



2. Programming and Coding 

Focus Vocabulary 

Core 

concepts 

variable, function, parameter, loop, condition, class, object, inheritance, 

exception 

Actions compile, execute, debug, refactor, optimize, deploy, update 

Tools IDE, framework, library, API, repository, version control, Git, GitHub 

🧠 Example use: 

“I refactored the code to improve readability and performance.” 

 
3. Software Architecture and Systems 

Area Vocabulary 

Components module, interface, service, database, server, client, middleware 

Architecture types microservices, monolithic, cloud-based, distributed 

Connections integration, dependency, protocol, API call, endpoint 

🧠 Example use: 

“The system uses a microservices architecture connected through RESTful APIs.” 

 
4. Testing and Quality Assurance 

Concept Vocabulary 

Testing types unit test, integration test, system test, regression test, acceptance test 

Actions verify, validate, automate, fail, pass, log 

Tools Selenium, JUnit, Postman, Jenkins 

🧠 Example use: 

“All test cases passed successfully after the last update.” 

 
5. DevOps and Deployment 

Concept Vocabulary 

Processes 
continuous integration (CI), continuous delivery (CD), containerization, 

orchestration 

Tools Docker, Kubernetes, Jenkins, AWS, Azure 

Actions deploy, monitor, scale, rollback, automate 

🧠 Example use: 

“We automated deployment using Jenkins pipelines.” 

 
6. Cybersecurity and Data 

Area Vocabulary 

Security terms encryption, authentication, authorization, firewall, breach, vulnerability 



Area Vocabulary 

Data terms dataset, query, schema, SQL, NoSQL, normalization, index 

🧠 Example use: 

“User data is encrypted during transmission and stored securely in the cloud.” 

 
7. User Interface (UI) / User Experience (UX) 

Area Vocabulary 

Design elements layout, component, prototype, wireframe, navigation, accessibility 

Actions design, test, click, scroll, drag, drop 

Evaluation usability, responsiveness, aesthetics, feedback 

🧠 Example use: 

“We improved usability by simplifying the navigation menu.” 

 
8. Teamwork and Collaboration Vocabulary 

Function Vocabulary 

Daily communication task, update, issue, merge request, commit, pull request, deadline 

Soft skills collaboration, responsibility, communication, leadership, feedback 

Agile phrases backlog item, sprint goal, daily stand-up, retrospective 

🧠 Example use: 

“During the daily stand-up, we discussed blockers and set priorities for the next sprint.” 

 

💬 Common Collocations and Phrases 

Verb + Noun Example 

write code “She writes clean, efficient code.” 

fix a bug “We fixed the login bug yesterday.” 

deploy an app “The app was deployed to production.” 

run a test “We ran a regression test before release.” 

submit a pull request “Please submit your pull request before noon.” 

integrate a module “We integrated the payment module successfully.” 

 

🧩 Strategies to Teach Tech Vocabulary 

1. Contextual learning: Teach words within project-based activities (e.g., “Explain your 

project using these terms”). 

2. Word families: Show how words change form (deploy → deployment → deployed). 

3. Visual aids: Use diagrams of software architecture or Scrum boards with key terms. 

4. Pair work: Students explain new words to a partner in their own words. 

5. Mini-presentations: Students use new vocabulary to describe a coding process or a 

system feature. 



 

🎓 Classroom Activities 

1. Vocabulary Bingo: Students listen for and mark words used in a software video. 

2. Term Matching: Match technical words with their definitions. 

3. Code-to-Word: Show code snippets; students describe what it does using correct 

vocabulary. 

4. Team Glossary Project: Each team creates a “Software Engineering English Glossary.” 

5. Collocation Practice: Use gap-fill exercises with run, deploy, fix, refactor, commit, etc. 

 

✅ Assessment Ideas 

 Vocabulary quizzes (definitions, word forms, collocations) 

 Short writing task using 10–15 technical words in context 

 Oral mini-presentation explaining a software concept using target vocabulary 

 Peer feedback checklist (clarity, accuracy, correct terminology) 

 
🧩 Summary 

Focus Area Learning Outcome 

Technical vocabulary Students use core software engineering terms correctly 

Workplace expressions Students understand and use project communication language 

Collocations Students use natural combinations of tech words 

Contextual application Students apply vocabulary in writing and speaking tasks 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6. Cross-Cultural and Remote Communication 
🔹 Definition 

Cross-Cultural and Remote Communication refers to the ability to communicate effectively 

and respectfully with team members from different cultural backgrounds, often while 

working online or in geographically distributed teams. 

In today’s global tech industry, software engineers frequently collaborate with colleagues, 

clients, and users from all over the world — in remote teams, outsourced projects, or 

international companies. 

This topic helps students build the language skills, cultural awareness, and professional 

etiquette required for successful global collaboration. 

 

🎯 Objectives for Students 

By the end of this unit, students should be able to: 

1. Understand cultural differences in communication styles and workplace behavior. 

2. Use polite, clear, and professional English in international team interactions. 

3. Communicate effectively in remote settings — via email, chat, and video meetings. 

4. Adapt communication tone to different cultures and levels of formality. 

5. Collaborate confidently with global teams using inclusive, respectful language. 

 

💡 Why It’s Important for Software Engineers 

 Most software companies now operate globally — teams in different time zones and 

cultures. 

 Miscommunication can cause delays, conflicts, or project failure. 

 Strong intercultural and remote communication skills improve team collaboration, 

productivity, and career growth. 

 Engineers who communicate well across cultures are often chosen for leadership roles 

or client-facing positions. 

 

🌐 1. Cross-Cultural Communication 

🔸 Understanding Cultural Differences 

Different cultures may express ideas, agreement, or disagreement in very different ways. 

Some key dimensions: 

Communication 

Aspect 
Example of Cultural Difference 

Direct vs. Indirect 

Americans and Germans tend to be direct (“This doesn’t work.”), while 

Japanese or Turkish speakers may prefer indirect feedback (“Maybe we 

could improve this part.”). 

Formality 
British and Asian teams often use polite forms (“Could you please…”), 

while U.S. teams are more informal (“Can you send me that?”). 



Communication 

Aspect 
Example of Cultural Difference 

Decision-making 
Some cultures value group consensus (Japan), others individual initiative 

(U.S.). 

Attitude toward 

time 

Northern Europeans are strict with deadlines; others may be more 

flexible. 

🧠 Example Activity: 

Students compare how they would say “You are wrong” in their culture vs. how it might be 

said in a global company meeting. 

 

🔸 Culturally Sensitive Language 

Engineers should use neutral, inclusive, and respectful English, avoiding slang or idioms that 

may confuse non-native speakers. 

Instead of Use 

“You guys messed it up.” “There seems to be an issue in the last version.” 

“It’s a piece of cake.” “It’s quite easy.” 

“I’ll ping you later.” “I’ll contact you later.” 

🧠 Teaching Tip: Show examples of unclear idioms in emails and ask students to rewrite them 

more clearly. 

 

💻 2. Remote Communication Skills 

Remote work relies heavily on written and virtual communication — and clarity becomes 

more important than ever. 

🔸 Key Remote Communication Tools 

 Email 

 Slack / Teams chat 

 Video conferencing (Zoom, Google Meet) 

 Project management platforms (Jira, Trello, Asana, GitHub) 

Students need to learn how to: 

1. Write clear, concise, polite messages. 

2. Use proper greetings and closings in emails. 

3. Manage time zones and meeting etiquette. 

4. Handle asynchronous communication (not everyone is online at the same time). 

🧠 Example: 

“Hi Team, 

I’ve completed the login module and pushed the changes to GitHub. Please review before 

tomorrow’s meeting. 

Best, 

Ece” 



 

🔸 Video Meeting Etiquette 

Do Don’t 

Be on time and test your connection Arrive late or talk over others 

Turn on your camera (if possible) Multitask or eat during meeting 

Speak clearly and slowly Use slang or unclear abbreviations 

Use the “mute” button when not speaking Interrupt other speakers 

🧠 Class Activity: 

Simulate an online Scrum meeting where students practice turn-taking, summarizing, and 

giving updates. 

 
🧩 3. Building Trust in Global Teams 

Good communication in remote and multicultural settings depends on trust and respect. 

Key Principles: 

 Active listening: showing attention and empathy. 

 Positive tone: using polite language even in disagreement. 

 Clarification: asking questions instead of assuming. 

 Feedback: giving constructive, not personal, criticism. 

🧠 Example phrases: 

 “Could you please clarify that part again?” 

 “I understand your point, but may I suggest another approach?” 

 “Thanks for your input — that’s really helpful.” 

 

🌎 4. Common Challenges and How to Solve Them 

Challenge Strategy 

Misunderstanding idioms/slang Use simple English; confirm understanding 

Different time zones Schedule overlapping hours; rotate meeting times 

Low participation in virtual 

meetings 
Use structured turn-taking; ask direct questions 

Email tone misinterpreted 
Add polite expressions; avoid all-caps or blunt 

commands 

Language barriers Summarize key points in writing after meetings 

 

🎓 5. Classroom Activities 

1. Role-play a global meeting — e.g., Turkish, Indian, and American developers discuss a 

project issue. 

2. Cultural case studies — discuss real miscommunication examples from tech 

companies. 

3. Email workshop — students correct tone and clarity in sample remote emails. 



4. Cross-cultural interviews — students interview peers about workplace 

communication habits in their countries. 

5. Time zone task — plan a meeting between teams in three countries. 

 

✅ Learning Outcomes 

Focus Area Expected Outcome 

Cultural awareness Students recognize and adapt to global communication styles 

Professional English Students use polite, clear, and inclusive language 

Remote collaboration Students manage email, chat, and meetings effectively 

Problem-solving Students resolve misunderstandings diplomatically 

Confidence Students participate actively in international team settings 

 
🧩 Summary 

Cross-Cultural and Remote Communication prepares software engineering students to: 

 Work effectively in global and remote teams, 

 Communicate across cultural boundaries, 

 Use clear and polite English for digital collaboration, 

 Build trust, teamwork, and understanding in multicultural environments. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



7. Job Application and Career English 
 

In a Professional English course for software engineering students, the topic "Job Application 

and Career English" focuses on developing the specific language skills and communication 

strategies students need to successfully: 

 apply for jobs, 

 communicate professionally in the tech industry, and 

 navigate their early careers in an English-speaking work environment. 

 

1. Overview of the Topic 

"Job Application and Career English" helps students become confident in using English for: 

 Writing professional documents (CVs, cover letters, emails) 

 Attending interviews and networking 

 Communicating in the workplace (meetings, presentations, reports) 

 Understanding common business and tech-specific vocabulary 

 

2. Key Components 

a) Writing a CV/Resume 

 How to structure a professional resume for software roles 

 Using action verbs (e.g., developed, designed, implemented) 

 Highlighting technical and soft skills 

 Tailoring content to job descriptions 

b) Writing a Cover Letter 

 Format and tone of a formal application letter 

 How to introduce yourself clearly and professionally 

 Expressing interest in a job and showing you're a good fit 

 Aligning your skills with the company’s needs 

c) Job Interview Preparation (Spoken English) 

 Common interview questions and how to answer them (e.g., "Tell me about yourself", 

"What are your strengths?") 

 Describing your technical projects in clear, concise English 

 Asking smart questions about the company or role 

 Using appropriate body language and tone 

d) Professional Communication Skills 

 Email writing (polite requests, follow-ups, thank-you notes) 

 Participating in meetings (agreeing, disagreeing, suggesting ideas) 

 Giving short presentations or demos of software projects 

 Writing project reports or progress updates 

e) Career-Related Vocabulary 

 Understanding and using tech-related job titles, tools, and skills 

 Words used in job postings (e.g., "cross-functional", "agile", "version control") 



 Soft skill terms (e.g., "team player", "self-motivated", "problem-solving") 

 

3. Why It’s Important for Software Engineers 

 Most global tech companies use English as their working language 

 Effective communication helps in teamwork, interviews, and client interactions 

 A strong application can give students a big advantage in competitive markets 

 Good English skills boost confidence and professionalism 

 

4. Typical Activities in This Course Section 

 Practice writing and editing CVs and cover letters 

 Mock interviews or interview role-plays 

 Group work on career-related case studies 

 Discussions on career goals and job market trends 

 Vocabulary games or exercises based on job ads 

 

Summary 

"Job Application and Career English" equips software engineering students with the English 

skills needed to: 

 Apply for jobs effectively 

 Succeed in interviews 

 Communicate professionally in technical workplaces 

It bridges the gap between technical knowledge and professional communication, helping 

students start strong careers in the global tech industry. 

 

 

Sample CV (Resume) – Entry-Level Software Engineer 

This is a simple, clean, and professional CV that students can use as a model. 

 

Name: 

Ahmad Rahman 

Email: 

ahmad.rahman@email.com 

Phone: 

+60 12-345 6789 

LinkedIn: 

linkedin.com/in/ahmadrahman 

GitHub: 

github.com/ahmadcodes 

Education 

Bachelor of Software Engineering 

Universiti Teknologi Malaysia (UTM) 



Expected Graduation: June 2026 

CGPA: 3.65 / 4.00 

 

Technical Skills 

 Languages: Java, Python, C++, JavaScript 

 Web Development: HTML, CSS, React.js, Node.js 

 Databases: MySQL, MongoDB 

 Tools: Git, VS Code, Postman, Figma 

 Concepts: Object-Oriented Programming (OOP), Data Structures, REST APIs, Agile 

Development 

 

Projects 

1. Student Management System (Java & MySQL) 

Developed a desktop application to manage student records. 

Features: CRUD operations, search filter, login authentication. 

2. Weather App (React.js) 

Built a responsive web app that shows real-time weather data using OpenWeatherMap 

API. 

3. Portfolio Website 

Designed and deployed a personal portfolio to showcase projects and skills using HTML, 

CSS, and JavaScript. 

 

 Internships 

Software Developer Intern – TechNova Solutions 

June – August 2025 

 Assisted in backend development using Node.js and MongoDB 

 Wrote unit tests and improved code documentation 

 Collaborated in Agile sprints with the development team 

 

Languages 

 English – Professional Working Proficiency 

 Malay – Native 

 

 

 

 

 

 

 

 

 



Sample Job Interview Questions & Answers 

Here are 4 common interview questions with model answers for entry-level software 

engineers: 

 

1. Tell me about yourself. 

Answer: 

"I'm currently a final-year software engineering student at UTM. I'm passionate about building 

web applications and have hands-on experience with Java, React, and MySQL. I recently 

completed an internship at TechNova where I worked on backend development using Node.js. 

I'm a quick learner and enjoy solving problems, especially in team environments." 

 

2. What is your greatest strength? 

Answer: 

"My greatest strength is problem-solving. I enjoy breaking down complex problems into 

smaller parts and writing clean, efficient code to solve them. In my final year project, I 

developed a system to help students track assignments, which improved task completion by 

30% in user testing." 

 

3. Tell us about a project you're proud of. 

Answer: 

"I'm especially proud of a weather app I built using React.js. I integrated an external API and 

handled error messages and loading states. It taught me a lot about user experience and real-

time data handling. I also deployed it online so others could try it." 

 

4. Why should we hire you? 

Answer:"I’m enthusiastic, technically skilled, and always eager to learn. I bring a strong 

foundation in software development and real experience from my internship. I believe I can 

contribute to your team from day one while continuing to grow as a developer." 

 

 

 

 

 

 

 

 

 

 

 

 

 



8. Collaboration & Teamwork Language 
 

Professional English course for software engineering students, the topic “Collaboration & 

Teamwork Language” is all about helping students learn the English they need to work 

effectively with others—especially in technical teams, group projects, or multinational 

workplaces. 

 

1. What Is “Collaboration & Teamwork Language”? 

This topic teaches students the English expressions, phrases, and communication skills 

needed to: 

 Work together on software projects 

 Share ideas clearly 

 Give and receive feedback 

 Solve problems as a team 

 Respect different opinions and roles 

It focuses on spoken and written communication in a professional, respectful, and effective 

way. 

 

 2. Why Is This Important for Software Engineers? 

Even though software engineers write code, they also spend a lot of time: 

 Working in teams (like Agile/Scrum) 

 Attending meetings or stand-ups 

 Pair programming or debugging together 

 Collaborating with designers, testers, or clients 

So, using the right language for teamwork is essential. 

 

3. Key Language Skills and Phrases 

 a) Making Suggestions 

 “How about we try using Python instead of Java?” 

 “What if we add a login feature to the app?” 

 “I suggest we divide the project into smaller tasks.” 

 b) Agreeing Politely 

 “Yes, I agree with your point.” 

 “That’s a good idea.” 

 “Exactly, I was thinking the same.” 

c) Disagreeing Politely 

 “I see your point, but I think we should consider another option.” 

 “That’s a fair idea, but what if we did it this way instead?” 

 “I’m not sure that will work for this project.” 

 

 



d) Asking for Clarification 

 “Can you explain what you mean by ‘modular design’?” 

 “Sorry, could you repeat that?” 

 “Just to clarify, are we using React for the frontend?” 

e) Giving Feedback 

 “Great job on the UI! It looks clean and professional.” 

 “One suggestion: maybe we can improve the load time?” 

 “I like your code structure, but maybe we can simplify this function.” 

f) Offering Help 

 “Do you need any help with the database setup?” 

 “I can handle the testing if you want.” 

 “Let me know if you need support on the API integration.” 

g) Delegating Tasks 

 “Can you take care of the documentation?” 

 “Ali, would you like to handle the frontend design?” 

 “Let’s split the work – I’ll do the backend, you do the testing.” 

 

4. Common Team Scenarios in Software Engineering 

Students will often need to communicate during: 

Scenario Language Used 

Team Meetings 
“Let’s update each other on our progress.” 

“Who’s working on the login feature?” 

Code Reviews 
“This function works well, but could be cleaner.” 

“Can we rename this variable for better readability?” 

Group Projects 
“Let’s set deadlines for each part.” 

“How should we present the demo?” 

Pair Programming 
“Can you walk me through your logic?” 

“Let’s test this part together.” 

 

5. Activities to Practice in Class 

 Role-plays: Practice team meetings, stand-ups, and discussions 

 Group projects: Build a small app and communicate only in English 

 Problem-solving games: Collaborate to solve a coding problem 

 Feedback sessions: Give peer feedback using polite and clear language 

 Summary 

“Collaboration & Teamwork Language” helps software engineering students: 

 Communicate clearly and respectfully in a team 

 Use the right English for group work, meetings, and project coordination 

 Build confidence in sharing ideas and solving problems with others 

It's not just about speaking English—it's about using English to work better with people. 



9. Writing for Research & Innovation 
 

In a Professional English course designed for software engineering students, the optional 

advanced module titled "Writing for Research & Innovation" focuses on helping students 

develop the academic and technical writing skills needed to: 

 Write research papers, project reports, and technical documents 

 Present innovative ideas clearly and professionally 

 Contribute to conferences, journals, or innovation competitions 

 

1. What Is “Writing for Research & Innovation”? 

This module trains students to use formal, precise English to: 

 Write about original software solutions, experiments, or findings 

 Communicate research ideas in a structured, academic format 

 Document innovations such as new apps, tools, or algorithms 

 Develop confidence in writing for academic or professional audiences 

 

2. Why Is This Important for Software Engineering Students? 

In the tech industry and academia, software engineers are often expected to: 

 Write technical documentation 

 Publish or present research papers or capstone project reports 

 Communicate complex ideas to diverse audiences (researchers, investors, developers) 

 Apply for grants, competitions, or postgraduate study 

Strong research writing skills open doors to: 

 MSc/PhD opportunities 

 Tech innovation contests (e.g., hackathons) 

 Industry whitepapers or internal documentation roles 

 

3. Key Writing Skills Taught 

a) Formal Academic Structure 

 Title: Clear and specific (e.g., "A Lightweight Authentication Protocol for IoT Devices") 

 Abstract: A short summary of the whole paper 

 Introduction: Background, problem statement, and purpose 

 Literature Review: What others have done before 

 Methodology: How you designed your system or ran your experiment 

 Results & Discussion: What you found and why it matters 

 Conclusion & Future Work: Final thoughts and next steps 

 References: Citing sources using APA/IEEE format 

 

 

 

 



b) Describing Innovation Clearly 

 Using objective, specific language: 

o “The proposed algorithm reduced execution time by 15%.” 

o “This mobile app improves user accessibility through voice commands.” 

 Avoiding vague language (e.g., “very good,” “awesome”) 

 Explaining impact, not just what was done 

 

c) Using Passive and Formal Tone 

 Passive voice is common in research writing: 

 ✅ “The data was collected from three sources.” 

 ❌ “We collected the data from three sources.” 

 Avoiding contractions and informal phrases: 

 ✅ “It is important to note…” 

 ❌ “It’s important to note…” 

 

d) Citing Sources and Avoiding Plagiarism 

 Learning how to quote and paraphrase 

 Using proper in-text citations (e.g., IEEE, APA) 

 Creating a reference list or bibliography 

 

4. Sample Phrases for Research Writing 

Purpose Example Phrases 

Stating the problem "This study addresses the issue of..." 

Describing methods "The system was developed using Python and Flask." 

Explaining results "The findings indicate a 10% increase in accuracy." 

Suggesting future work "Future research could explore deeper neural networks." 

Referring to others "According to Tan et al. (2023), similar methods were used..." 

 

5. Activities in This Module 

 Research paper outline writing 

 Paraphrasing & summarizing exercises 

 Editing weak or vague technical writing 

 Peer review workshops (students exchange and improve drafts) 

 Mini writing projects: e.g., Abstract + Introduction of a software project paper 

 

 

 

 

 

 



Summary 

"Writing for Research & Innovation" helps software engineering students: 

 Express complex ideas and innovations in formal written English 

 Prepare academic reports, final year project write-ups, or research papers 

 Use correct format, vocabulary, tone, and referencing 

 Build confidence in participating in the research and tech innovation community 

It’s ideal for students planning to go into postgraduate studies, academic publishing, or tech 

development where clear technical writing is essential. 

 

 

 

 

 

 

 


