
BUSINESS WRITING SKILLS
“Communicate Clearly, Concisely, and Professionally to Enhance Workplace Effectiveness.”

Schedule

Venue (In-house) Fees

At Your Organization Premises Ask For The Quotation

►  Available delivery methods: In-House Training

Introduction

Effective business writing is a cornerstone of professional communication. Whether drafting emails, reports, proposals, or
presentations, the ability to convey ideas clearly and professionally ensures accuracy, efficiency, and credibility in the workplace.

The Business Writing Skills course equips participants with practical techniques to plan, structure, and produce high-quality business
documents. Participants will learn how to adapt tone, style, and content to their audience, ensuring clarity, persuasion, and
professionalism in all written communications.

Objectives

By the end of this course, participants will be able to:

Understand the principles of effective business writing.
Structure documents logically for clarity and coherence.
Write concise, accurate, and professional emails, reports, and proposals.
Adapt writing style and tone to different audiences and purposes.
Apply grammar, punctuation, and formatting best practices.
Present ideas persuasively through written communication.
Edit and proofread documents to ensure accuracy and professionalism.
Enhance overall communication efficiency within the organization.
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Why Attend

This course is essential for professionals, managers, and administrative staff who regularly produce business documents. Participants
will gain the skills needed to communicate ideas clearly, reduce misunderstandings, and increase their professional credibility.

Target Audience

This course is suitable for:

Business Professionals and Managers
Administrative and Executive Assistants
Project Managers and Team Leaders
Marketing, Sales, and HR Professionals
Students and Professionals seeking to enhance writing skills

Individual Benefits

Gain confidence in producing professional, high-quality written communications.
Improve clarity, accuracy, and persuasiveness in writing.
Learn to adapt content and tone to various audiences.
Enhance editing and proofreading skills.
Increase employability and career advancement opportunities.
Develop practical skills for day-to-day professional communication.

Organizational Benefits

Improve internal and external communication effectiveness.
Ensure consistent and professional documentation across teams and departments.
Reduce errors, misunderstandings, and rework caused by unclear writing.
Strengthen organizational image and credibility.
Support knowledge sharing and reporting standards.
Enhance efficiency in decision-making and information dissemination.

Instructional Methodology

The training employs a practical, hands-on approach through:

Interactive lectures on business writing principles and techniques
Case studies of effective business documents
Workshops on writing emails, reports, and proposals
Group exercises for editing, proofreading, and improving clarity
Exercises on tone, style, and audience adaptation
Continuous feedback, coaching, and Q&A sessions for applied learning
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Course Outline

Module 1: Fundamentals of Business Writing

Module 2: Writing Professional Emails, Memos, and Correspondence

Module 3: Structuring Reports, Proposals, and Executive Summaries

Module 4: Clarity, Conciseness, and Precision in Writing

Module 5: Grammar, Punctuation, and Style Best Practices

Module 6: Persuasive and Professional Writing Techniques

Module 7: Editing, Proofreading, and Quality Assurance

Module 8: Adapting Writing Style to Audience and Purpose

Module 9: Using Visuals and Data to Support Written Communication

Module 10: Capstone Exercise – Preparing a Professional Business Document

Certification

Upon successful completion, participants will receive a Certificate in Business Writing Skills, validating their ability to produce clear,
professional, and effective written communications in business contexts.

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.
Practical Insights: Learn to turn theory into actionable strategies for real-world business impact.
Client-Focused Solutions: Customized programs designed to achieve your organisation’s unique goals.

In-House / Customized Training

Interested in running this course for your team?
Please contact us:

TEL:

+601116373203

EMAIL:

info@mawaevents.net

© Material published by MAWA Events shown here is copyrighted. All rights reserved. Any unauthorized copying, distribution, use, dissemination, downloading, storing (in any medium),

transmission, reproduction or reliance in whole or any part of this course outline is prohibited and will constitute an infringement of copyright.
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