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Business Skills


Professional Business Writing


 
2 Days
The need for sharp writing skills in business is greater today than ever before. We're surrounded by mountains of text on our virtual and actual desktops every day. Learn how to choose the most powerful words and write the most effective documents to give yourself an edge. You will have the critical skills to improve your spelling, punctuation, usage and style, while avoiding the pitfalls of business writing. 
This course helps create presentations that are more engaging, more actionable e-mails and memos that are more persuasive. Learn how to choose the most powerful words and write the most effective documents to give yourself a much-needed edge. 

Who Should Attend

This course is for individuals who need to write clearly and concisely in a professional environment.

What you will achieve 

· Write effective business communications.

· Write letters that are clear, precise, and appropriate to your audience. 

· Organize and write a business proposal, complete with visuals, and an executive summary that employ effective strategies of persuasion. 

· Organize and write clear and concise email messages that are appropriate to your company's business culture

what you will learn
Unit 1: Back to Basics

Topic A: Mastering Spelling, Punctuation, and Usage

Topic B: Six Tips for Better Spelling

Topic C: Punctuation Pointers

Topic D: Word Usage Quiz
Unit 2: Choosing Your Words Carefully

Topic A: Sharpening Your Writing Style

Topic B: Deleting (Unnecessary) Redundancies

Topic C: Forming Parallel Construction

Topic D: Recognizing Clichés
Topic E: Avoiding Sexist Language
Unit 3: Improving Your Business Writing

Topic A: Strengthening Your Memos

Topic B: Using E-Mail Effectively

Topic C: Ten Tips for a Better Memo

Topic D: How to Begin
Unit 4: Writing for Special Circumstances

Topic A: Special Kinds of Business Writing

Topic B: Conveying Bad News Tactfully

Topic C: When the News Is Especially Sensitive

Topic D: Writing Persuasively

Topic E: Using the Motivated Sequence Outline
Unit 5: Know Your Audience

Topic A: Identifying Communication Styles

Topic B: Sensor/Action Style

Topic C: Thinker/Process Style

Topic D: Feeler/People Style

Topic E: Intuitor/Idea Style

Topic F: Writing to Specific Styles

Topic G: Ten Techniques for Effective Communication

Topic H: Voluntary Learning Contract
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