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													An Intensive 5-day Training Course

													Advanced Business Writing Skills

											

									

				
					
							Format: Classroom
	Duration: 5 days
	Language: English
	Accredited: CPE, KHDA Certified training courses
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					INTRODUCTION

				

				
					Writing Skills is a critical competency that underpins relationships and performance among employees and with external stakeholders, contributing to the company’s professionalism and credibility.

This EuroMaTech Advanced Business Writing Skills training course provides business professionals with the opportunity to develop their writing skills. This EuroMaTech training course focuses on developing the competencies that allow participants from different cultures and nationalities to communicate effectively with each other. The training course helps delegates become great communicators who know how to win respect, understanding and commitment.

Participants attending this EuroMaTech training course will be able to:

	Present factual and complex information accurately, clearly and concisely in English
	Structure written English content, so it achieves the results they want
	Write reports and other business correspondence that are read, understood and acted on by their target audiences

				

			

		

	

		
		
		
			
								
					
						TRAINING OBJECTIVES

					

					
						This EuroMaTech Advanced Business Writing Skills training course is very practical with lots of opportunities to try out the new skills participants will learn. It aims to help participants achieve the following objectives:

	Mastering the confusing rules of grammar and punctuation so the meaning is crystal clear rather than confusing
	Writing in English on paper and screen so audiences understand it the first time and believe
	Tailoring English language for online mediums where word count matters
	Applying English language in business documents such as letters, reports, presentations and speeches
	Crafting technical and non-technical reports that are clear, concise and coherent

					

				

								
					

				

								
					
						WHO SHOULD ATTEND?

					

					
						This EuroMaTech Advanced Business Writing Skills training course is suitable for employees who wish to improve their writing capabilities so that they can present complex information with clarity to colleagues, leaders and external stakeholders – to make them understand what it means and act on the information provided.
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					TRAINING METHODOLOGY

				

				
					The Advanced Business Writing Skills training course combines presentations that share both theory and industry best practices with practical sessions in accordance with adult learning and blended learner-centred principles.

Delivery will be interactive, hands-on, experiential, peer-sharing, reflective and self-directed. Interactive practical sessions include small and whole group exercises, videos, case studies peer exchange, brainstorming, role plays and discussions. Participants are encouraged to reflect on and discuss their own professional issues and experiences. Overall 60% of training will be experiential and 40% will be theoretical.
				

			

		

	

		
		
		
			
								
					
						TRAINING SUMMARY

					

					
						EuroMaTech’s Advanced Business Writing Skills training course provide competencies – reading and writing - which are the foundation of business and relationships. It gives participants a firm grasp of the nuances of the language and its application in their day-to-day work.

Participants will improve literacy skills by exploring the systematic rules and tools of spelling, punctuation and grammar, then thinking systematically about how to apply them in business, to explain themselves clearly and influence other people.
					

				

							

		

	

		
		
		
			
				
					TRAINING OUTLINE

				

				
												
								Day 1 : Writing for Your Reader

							

							
								Mastering the perplexing rules of English grammar: from Traditional based on Latin to Modern based on actual usage
	The Art of Punctuation - the traffic signals of language: tells us to slow down, notice this, take a detour, or stop
	Practical tips to avoid overused business words, replacing them with language that creates rich variety for our audiences
	Writing in Plain English that is clear, easy to understand and elicits the response you want

							

														
								Day 2 : Developing Advanced Proficiency

							

							
								12 golden rules for successful writing that ensure people read what we write
	Inspiring, Influencing & Persuading through Storytelling: how to narrate experiences with enough detail and feeling so our audiences are engaged
	Newsworthy writing for external audiences that will grab interest and keep people reading to the end
	Accurate proof reading that picks up errors, confusion and potentially embarrassing mistakes

							

														
								Day 3 : Writing for Online Audiences

							

							
								Email etiquette: creating emails that are well written and structured to people understand why they should pay attention and respond
	How to produce relevant online content for websites and social media, and improve usability and search engine optimisation
	Maximising the response to your posts, tweets, comments and other feeds
	Blogging for business impact in an authentic way

							

														
								Day 4 : More Practical Applications

							

							
								Impactful Presentations: presenting messages clearly so audiences participate positively and remember our key points
	Writing speeches that grab attention: motivating and persuading audiences when developing and delivering both informal talks and more formal speeches
	Gold standard letter writing for business: how to structure letters so our recipients read, understand and act on what they read

							

														
								Day 5 : Powerful Reports & Briefing Papers

							

							
								Structuring reports so readers can find their way around the different sections in reports
	Using images, diagrams, graphs and tables to illustrate key points in reports
	Best practices for layout and design – typefaces, colour, white space, margins, columns, numbering, page numbers, binding
	How to write reports for people who don’t have technical backgrounds
	Presenting complex processes, systems and other technical subjects in a clear, concise and coherent way
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					Do you have any questions about this course?

					ENQUIRE

					SEND VIA EMAIL

				

				
					Do you wish for us to conduct this course at your premises?

					Discover In-House Solutions
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										EuroMaTech is registered with the National Association of State Boards of Accountancy (NASBA) as a sponsor of continuing professional education on the National Registry of CPE Sponsors. State boards of accountancy have final authority on the acceptance of individual courses for CPE credit.
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										Euromatech is a Knowledge & Human Development Authority (KHDA) approved training institute in Dubai, licensed and approved to deliver training courses in the UAE.

The KHDA is the regulatory authority in the UAE, that oversees administering, approving, supervising, and controlling the activities of various education providers in the UAE.  We are proud of our commitment to ensuring quality training courses and status as a KHDA-approved training provider.

Taught by our team of highly qualified trainers, our KHDA approved training courses will provide you with an enriching learning experience and practical knowledge that will help you future-proof your career and support professional development within your organisation.
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	Format: Classroom
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يوروماتيك للتدريب والإستشارات الإدارية
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Media City – Dubai, U.A.E

Phone Dubai: +971 4 457 1800

Email: info@euromatech.com

Tax Registration Number:
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Afghanistan
Albania
Algeria
American Samoa
Andorra
Angola
Anguilla
Antigua and Barbuda
Argentina
Armenia
Armenia
Aruba
Australia
Austria
Azerbaijan
Azerbaijan
Bahamas
Bahrain
Bangladesh
Barbados
Belarus
Belgium
Belize
Benin
Bermuda
Bhutan
Bolivia
Bonaire
Bosnia and Herzegovina
Botswana
Bouvet Island (Bouvetoya)
Brazil
British Indian Ocean Territory (Chagos Archipelago)
British Virgin Islands
Brunei Darussalam
Bulgaria
Burkina Faso
Burundi
Cambodia
Cameroon
Canada
Cape Verde
Cayman Islands
Central African Republic
Chad
Chile
China
Christmas Island
Cocos (Keeling) Islands
Colombia
Comoros
Congo
Congo
Cook Islands
Costa Rica
Cote d'Ivoire
Croatia
Cuba
Curaçao
Cyprus
Cyprus
Czech Republic
Denmark
Djibouti
Dominica
Dominican Republic
Ecuador
Egypt
El Salvador
Equatorial Guinea
Eritrea
Estonia
Ethiopia
Falkland Islands (Malvinas)
Faroe Islands
Fiji
Finland
France
French Guiana
French Polynesia
French Southern Territories
Gabon
Gambia
Georgia
Germany
Ghana
Gibraltar
Greece
Greenland
Grenada
Guadeloupe
Guam
Guatemala
Guernsey
Guinea
Guinea-Bissau
Guyana
Haiti
Heard Island and McDonald Islands
Holy See (Vatican City State)
Honduras
Hong Kong
Hungary
Iceland
India
Indonesia
Iran
Iraq
Ireland
Isle of Man
Israel
Italy
Jamaica
Japan
Jersey
Jordan
Kazakhstan
Kazakhstan
Kenya
Kiribati
Korea
Korea
Kuwait
Kyrgyz Republic
Lao People's Democratic Republic
Latvia
Lebanon
Lesotho
Liberia
Libyan Arab Jamahiriya
Liechtenstein
Lithuania
Luxembourg
Macao
Macedonia
Madagascar
Malawi
Malaysia
Maldives
Mali
Malta
Marshall Islands
Martinique
Mauritania
Mauritius
Mayotte
Micronesia
Moldova
Monaco
Mongolia
Montenegro
Montserrat
Morocco
Mozambique
Myanmar
Namibia
Nauru
Nepal
Netherlands
Netherlands Antilles
New Caledonia
New Zealand
Nicaragua
Niger
Nigeria
Niue
Norfolk Island
Northern Mariana Islands
Mexico
Norway
Oman
Pakistan
Palau
Palestinian Territory
Panama
Papua New Guinea
Paraguay
Peru
Philippines
Pitcairn Islands
Poland
Portugal
Puerto Rico
Qatar
Reunion
Romania
Russian Federation
Rwanda
Saint Barthelemy
Saint Helena
Saint Kitts and Nevis
Saint Lucia
Saint Martin
Saint Pierre and Miquelon
Saint Vincent and the Grenadines
Samoa
San Marino
Sao Tome and Principe
Saudi Arabia
Senegal
Serbia
Seychelles
Sierra Leone
Singapore
Sint Maarten (Netherlands)
Slovakia (Slovak Republic)
Slovenia
Solomon Islands
Somalia
South Africa
South Georgia & S. Sandwich Islands
Spain
Sri Lanka
Sudan
Suriname
Svalbard & Jan Mayen Islands
Swaziland
Sweden
Switzerland
Syrian Arab Republic
Taiwan
Tajikistan
Tanzania
Thailand
Timor-Leste
Togo
Tokelau
Tonga
Trinidad and Tobago
Tunisia
Turkey
Turkey
Turkmenistan
Turks and Caicos Islands
Tuvalu
U.S. Virgin Islands
U.S. Minor Outlying Islands
Uganda
Ukraine
United Arab Emirates
United Kingdom
United States
Uruguay
Uzbekistan
Vanuatu
Venezuela
Vietnam
Wallis and Futuna
Western Sahara
Yemen
Zambia
Zimbabwe
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