Business Writing Skills
Introduction
Throughout our working day, communication with others is constant and in order to be successful, we must ensure that the messages we wish to get across are delivered effectively. This 1 day course focuses on the use of the written (or typed!) word as a means of communication in the workplace, either in the form of emails, letters, reports or other documents. The course is designed to equip you with a range of skills and techniques to make your business writing more effective, so you can create the right impression in the mind of the reader, get the message across and achieve your goals.

 

Who Will Benefit?
 

Anyone whose role requires the frequent creation of documents such as emails, letters or reports and would like to improve their business writing skills. 

The course will enable you to:

· Recognise the importance of creating a good first impression through accurate spelling
· Use punctuation correctly to aid understanding

· Review the rules of grammar

· Plan and structure your letters/emails/reports to ensure relevance for the reader

· Make your writing more effective to help you achieve your objectives

· Improve your proofreading techniques

 

Course Content
 
Session 1 Back to Basics
· A refresher on grammar and punctuation
Session 2 Planning and Structuring Your Document
· The essential planning questions
· Structuring your document

Session 3 Effective Writing
· Avoiding common assumptions
· The ABC of business writing

Session 4 Writing for Impact and Influence
· Gaining the required action/cooperation
· Delivering difficult messages positively

Session 5 Proofreading
· How our brains make sense from nonsense
· Proofreading tips

· Final document checklist

Session 6 Review and Close
 
The course is one day long. 
 

Pre-requisites
 
There are no pre-requisites.
