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ADVANCED BUSINESS WRITING

“Master Professional Writing Skills to Communicate Clearly, Persuasively, and Effectively in Business.”

Venue (In-house) Fees

At Your Organization Premises Ask For The Quotation

Available delivery methods: In-House Training

Introduction

Clear, concise, and professional communication is a cornerstone of business success. Effective business writing ensures that ideas,
proposals, and reports are understood, persuasive, and actionable. Poor writing can lead to miscommunication, lost opportunities, and
inefficiencies.

The Advanced Business Writing course equips professionals with the skills to craft high-impact documents, emails, proposals, and
reports. Participants will learn to apply advanced grammar, tone, structure, and persuasive techniques tailored for diverse business

contexts.

Objectives

By the end of this course, participants will be able to:
e Understand principles of effective and professional business writing.
e Structure documents, reports, and emails for clarity and impact.
e Apply advanced grammar, style, and tone suitable for business communication.
o Write persuasive proposals, memos, and business correspondence.
o Edit and proofread documents to enhance readability and professionalism.

¢ Communicate complex information concisely and accurately.

Tailor writing for different audiences and business contexts.

e Integrate digital tools and templates for efficient document creation.
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Why Attend

This course is essential for professionals, managers, and executives who want to improve their written communication skills.
Participants will gain practical techniques to enhance clarity, persuasiveness, and efficiency in business writing, which is critical for

career advancement and organizational effectiveness.

Target Audience

This course is suitable for:
e Business Professionals and Managers
e Corporate Communications Staff
o Administrative and Executive Assistants
e Project Managers and Team Leads
¢ HR and Marketing Professionals

e Anyone involved in preparing reports, proposals, or official correspondence

Individual Benefits

e Gain confidence in creating professional and persuasive business documents.
e Improve clarity, tone, and structure in writing.

e Enhance editing and proofreading skills.

¢ Increase efficiency in preparing reports, emails, and proposals.

e Boost personal and professional credibility through polished communication.

e Develop skills to influence and engage stakeholders effectively.

Organizational Benefits

e Improve overall communication quality within the organization.

e Reduce misunderstandings and errors in written communication.

e Enhance the effectiveness of reports, proposals, and official correspondence.

o Build a professional corporate image through polished writing standards.

e Increase productivity and reduce time spent on editing and clarifying communications.

e Support internal and external stakeholder engagement with high-quality documents.

Instructional Methodology

The training employs a practical, hands-on approach through:
o Interactive lectures on advanced writing principles and techniques
e Analysis of real-world business documents and case studies
o Step-by-step exercises on drafting, editing, and proofreading
e Group workshops for collaborative writing and peer review
e Assignments focused on emails, proposals, reports, and memos

e Continuous feedback and Q&A sessions to reinforce learning
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Course Outline

Module 1: Principles of Effective Business Writing

Module 2: Writing Emails, Memos, and Business Correspondence
Module 3: Structuring Reports, Proposals, and Executive Summaries
Module 4: Advanced Grammar, Punctuation, and Style

Module 5: Persuasive Writing Techniques for Business Contexts
Module 6: Editing, Proofreading, and Improving Readability

Module 7: Writing for Different Audiences and Stakeholders

Module 8: Digital Tools, Templates, and Document Formatting
Module 9: Business Writing Etiquette and Professional Tone

Module 10: Capstone Project - Creating a Comprehensive Business Document Portfolio

Certification

Upon successful completion, participants will receive a Certificate in Advanced Business Writing, validating their expertise in

professional, clear, and persuasive business communication.

Why Choose MAWA Events

* Global Expertise: More than 17 years of experience in professional training and consulting.
¢ Industry-Leading Faculty: Courses delivered by seasoned professionals with hands-on experience.
o Practical Insights: Learn to turn theory into actionable strategies for real-world business impact.

o Client-Focused Solutions: Customized programs designed to achieve your organisation’s unique goals.

In-House / Customized Training TEL: EMAIL:

Interested in running this course for your team?

Please contact us: +601116373203 info@mawaevents.net
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