
 

 

Effective Business Writing Skills 
 

“Written communication is an art – don’t leave it to chance!” 
 

Overview 
Communication is an art and an incredibly powerful tool. Making a poor impact when communicating 
could be the one barrier that prevents you and your organisation from achieving success in the 
workplace.   
This course is designed to give attendees the skills to write effective emails and letters by using a 
systematic approach that is supported by the learning of essential grammar, punctuation and spelling 
rules.   
Up to 90% of what we write is spent in deciding what not to write!  How can we maximise the 
effectiveness of writing in the workplace and avoid wasting the time we haven’t got? The answer is 
simple.  Attendees develop a systematic approach to planning and writing using Form Audience 
Purpose (FAP).   

 
What will I learn? 
Learning Outcomes:  

By the end of the course you will be able to: 

 Demonstrate the process and features of written communication 
 Identify when and how to write a letter and email 
 Choose an appropriate style, tone and level of formality for writing 
 Avoid embarrassing mistakes 
 Structure sentences effectively 
 Avoid common grammar errors and eradicate common confusion 
 Use punctuation and spelling accurately and effectively 

 
What will the workshop cover? 

 Identify when and how to structure the content of your writing effectively and accurately in 
the form of a letter or email and know how to transfer these skills to other forms of writing  

 Identify your reading audience to write in an appropriate style and tone using the correct 
level of formality and etiquette 

 Be clear in the purpose of your writing to communicate effectively to initiate a desired 
response or action 

 
This course is suitable for: 
Everyone who would like to be more effective in their written communication and who would 
benefit from a refresher on applying basic grammar, punctuation and spelling rules to their business 
writing. 
 
Duration: 1 day 
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