
 

Effective Business Writing Skills 
Duration: 1 day 
 
Course Overview 
Welcome to the "Effective Business Writing Skills" 
training program! This comprehensive one-day 
workshop is designed to equip participants with the 
knowledge and techniques to communicate 
effectively through written business 
communication. In today's fast-paced business 
world, the ability to convey ideas, information, and 
messages clearly and professionally is crucial for 
success. 
In this training, you will learn the fundamentals of 
effective business writing, including structuring 
emails, reports, and other business documents. You 
will also gain insights into using appropriate 
language, tone, and style to tailor your message to 
different audiences. By the end of this program, you 
will have the confidence and capability to write 
impactful business communication that leaves a 
positive and lasting impression on your readers. 
Whether you are a business professional, manager, 
team leader, or anyone looking to enhance your 
business writing skills, this program will empower 
you to become a proficient and persuasive business 
writer. 
Join us for an interactive and transformative 
learning experience that will elevate your business 
writing skills and enable you to communicate with 
clarity and professionalism in the corporate world. 

Who should attend? 
This program is suitable for professionals from all 
industries and roles who want to enhance their 
business writing skills. Whether you are a business 
professional, manager, team leader, marketing 
professional, or anyone involved in corporate 
communication, this training will benefit you if you 
aim to improve your ability to communicate clearly 
and professionally in written business 
communication. 

Context 
In this course, you will learn the fundamentals of 
effective business writing including emails, reports, 
and other business documents. You will also gain 
insights into using appropriate language, tone, and 
style to tailor your message to different audiences. 

How certification is earned 
Upon successful completion of this course, you will 
be awarded a certificate of attendance from Expleo 
Academy. 

Prerequisites & pre-reading guidelines 
There are no specific prerequisites for this course. 

Related courses 
Attendees may also be subsequently interested in  
• Managing Time & Tasks Effectively 

Course Objectives 
On completion of this training, attendees will be able 
to: 
• Understand the Principles of Effective Business 

Writing: 
o Define the purpose and importance of 

effective business writing in a professional 
environment. 

o Identify common business writing pitfalls 
and techniques to avoid them. 

• Structure and Organise Business Documents: 
o Apply a clear and logical structure to 

emails, reports, and other business 
documents. 

o Organise information to enhance 
readability and comprehension. 

• Use Appropriate Language and Tone: 
o Choose the right language and tone to suit 

the purpose and audience of the business 
communication. 

o Avoid jargon and ambiguous language, 
ensuring clarity in the message. 

• Write Professional Emails: 
o Craft professional and concise emails that 

convey the intended message effectively. 
o Apply email etiquette and best practices for 

efficient communication. 

• Create Persuasive Business Proposals: 
o Develop persuasive business proposals that 

engage and influence stakeholders. 
o Utilise storytelling techniques to make 

proposals compelling. 

• Edit and Proofread Business Writing: 
o Implement effective editing and 

proofreading techniques to ensure accuracy 
and error-free documents. 

o Polish business writing to present a 
professional image. 
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Course Outline

Introduction to Effective Business Writing 
Skills 
• Understanding the principles and importance of 

effective business writing 
• Identifying common business writing pitfalls and 

techniques to avoid them 

Structuring and Organising Business 
Documents 
• Applying a clear and logical structure to emails, 

reports, and other business documents 
• Organising information to enhance readability 

and comprehension 

Using Appropriate Language and Tone 
• Choosing the right language and tone for the 

purpose and audience of the business 
communication 

• Avoiding jargon and ambiguous language for 
clarity 

Writing Professional Emails 
• Crafting professional and concise emails that 

convey the intended message effectively 
• Applying email etiquette and best practices for 

efficient communication 

Creating Persuasive Business Proposals 
• Developing persuasive business proposals that 

engage and influence stakeholders 
• Utilising storytelling techniques to make 

proposals compelling 

Editing and Proofreading Business Writing 
• Implementing effective editing and 

proofreading techniques for accuracy and error-
free documents 

• Polishing business writing to present a 
professional image 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Training Methodology 
This training program adopts an interactive and 
hands-on approach. Participants will engage in 
practical exercises, writing tasks, group discussions, 
and real-life scenarios to apply business writing 
concepts effectively.  

Facilitators with expertise in business 
communication and writing will provide personalised 
feedback and guidance to enhance participants' 
writing skills. The training will foster a supportive 
and collaborative learning environment, enabling 
participants to practice and develop their business 
writing abilities with confidence. 
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