Change Solutions Limited

Business Writing Skills

	Course Description
	This course is targeted at people who have to write forms of business communication in their jobs.  These could include letters, memos and emails as well as more complex documents such as reports and operational or user manuals.

	Duration
	1 day 

	Who Should Attend
	Anybody who wants to improve their own written communication style and save time by getting a message across more effectively.

	Course Content
	· Understanding the challenge / maximising readability

· Choosing the appropriate form or medium

· Defining the purpose of the document

· Identifying the audience and their interest in the topic

· Creating the document

· Beginning with the end in mind, and sometimes even writing the end first

· Being clear and concise, cutting out long words, avoiding jargon

· Dealing with the main content and or argument

· POP approach to managing content

· Recommendations and conclusions

· Using graphs, figures and illustrations

· Format and structure

	Learning Objectives
	By the end of this course, delegates will:

· Understand the requirements of an effective written document

· Select the most suitable form of written communication to use

· Target written material directly at the audience who will be reading it

· Clearly define the purpose of a document before starting to write it

· Avoid using poor communication styles like jargon and long exhaustive statements

· Structure document in a clear and easy to read way

	Approach
	This course is instructor led and includes:

· Practise exercises

· Breakout groups

Skills are extensively practised so that the delegates are ready to implement new customer-directed behaviour on their return to work.

Delivery methods include scheduled courses and in-house workshops.

	Cost
	$395 member, $520 non member, NZD per delegate plus GST

In-house course, please call and ask for a price
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