Write a personal reflection on how you use email and how to use it wisely.

Email is probably one of the most powerful communication tools I use. It can also be the most frustrating if I don’t handle it properly.

I mainly use email to forward useful documents to my partners and classmates for further reference, such as meeting, minutes or budget reports. I always prefer face-to-face or telephone conversations for important or urgent arrangements and announcements, since people are not chained to mail 24 hours a day!

During seasons and holidays such as Christmas and Easter, I will send attractive animated e-cards to my friends via email. I believe this is much more environmental friendly than stacks of printed paper cards.

However, most of the time we open our mailboxes, we receive tons of advertising emails that we never ask for. It makes checking our email a trivial and time-consuming task. If spam continues to grow, it will crowd our mailboxes.

So what is the wise way to tackle this problem? The things we can do about these worthless and deceptive spam messages include never responding to it and filtering it out of our emails. We can even complain to the providers about it to prevent recurrence of receiving large amount of unsolicited spam mails everyday.

Furthermore, we should think twice before we click ‘send’. We should be careful that we are sending what we intend to send, and that we are sending it to the right person. This can greatly reduce the troubles and time-waste caused by emails. Don’t send superfluous stuff to others just because it’s easy.

Another point we have to take notice of when using email is: email is more easily misinterpreted. It lacks facial expression, body gestures and vocal intonations. The receiver may have difficulty telling if you are serious or kidding, happy or sad, frustrated or euphoric. So we should avoid sarcasm when communicating with one another through emails. 

Email can be a valuable and beneficial communicating tool, only when we use it wisely and positively.
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