
Overview
Practical tools, techniques and confidence for clear and impactful business writing

Would you like to communicate more effectively through your writing at work? This one-day Business
Writing Essentials course provides practical techniques for producing clear, concise and purposeful
business communications, from emails and reports to professional content and everyday workplace
messages.

Rather than focusing only on grammar and writing rules, the course looks at the complete writing process:
deciding what you need to communicate, understanding your reader, organising information effectively,
drafting your message and reviewing the final content.

Common challenges addressed during the course include:

How can I get started when I am facing a blank screen?
How can I make my writing clearer and more concise?
How should I structure information so that it makes sense to the reader?
How can I improve the accuracy of my grammar, spelling and punctuation?
How can I produce effective writing with fewer revisions?

Why Attend?

Effective written communication is an important professional skill in today's business environment. The
ability to communicate ideas clearly can improve day-to-day collaboration while also supporting your
professional reputation and career development.

Whether your goal is to write more clearly, communicate effectively with different audiences or make sure
your messages contain the right information, this course provides practical techniques that can be applied
across a wide range of business situations.

What Makes This Course Different?

Comprehensive and practical: Explore all five stages of the writing process and learn how to create
messages that are clear, concise and purposeful.
Supportive learning environment: Develop your skills in a constructive environment designed to
encourage practice and learning.
Professional brand awareness: Understand how the quality of your writing can influence the way
you are perceived within your organisation.
Future-ready skills: Explore relevant tools, technologies and approaches that can support effective
business writing.
Interactive learning: Practise techniques throughout the course and refine your skills with guidance
and feedback.
Tailored development: Focus on areas that matter to you, including social media writing, email
etiquette, persuasive summaries or benefit statements.
Post-course action planning: Develop a practical plan for continuing to strengthen your writing skills
after the workshop.

What's Included?
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Throughout the workshop, participants learn how to adapt their writing for different audiences, structure
messages for greater impact and ensure that written content is clear, well presented and accessible.

Practical exercises, instructor guidance and hands-on activities provide opportunities to apply the
techniques during the course, helping participants leave with a stronger understanding of how to create
clear, concise and effective business communications.

Strengthen Your Business Writing

If you want to communicate with greater clarity, write more efficiently and create a stronger impact
through your professional communications, this course provides practical techniques that you can start
applying in your day-to-day work.

Prerequisites
There are no specific prerequisites for attending this course.

Who Should Attend
This course is suitable for anyone who wants to refresh or develop their business writing skills and learn
how to communicate with greater clarity, concision and impact.

It is particularly relevant to professionals who regularly prepare emails, reports, summaries, social media
content, blog posts or other forms of written business communication.

What You Will Learn
By the end of this one-day course, participants will be able to:

Assess their own writing skills and identify both strengths and opportunities for improvement
Apply the key stages of the writing process to produce more effective messages
Define the purpose of different types of business writing
Adapt written communication to the needs of different readers
Use practical techniques to organise information clearly and logically
Apply simple tools and plain English principles to create concise and understandable messages
Use AI tools to support checks for grammar, spelling, punctuation and presentation
Apply techniques that make business writing more inclusive, accessible and readable
Develop skills in selected areas such as email etiquette, social media and blog writing, persuasive
summaries or benefit statements
Create a personal action plan for continuing to improve business writing skills
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Outline
Welcome, Learning Goals and Course Context

Introduction to the course, its learning objectives and the structure of the day's activities.

Topic 1: Introduction to Business Writing

Assess current writing abilities and identify individual strengths and areas for further development.

Topic 2: The Stages of Writing

Explore the five key stages involved in producing effective written business communication.

Topic 3: Prewriting – Purpose and Reader Needs

Define the purpose of your communication and understand how to adapt messages to the expectations
and needs of your readers.

Topic 4: Structuring Your Writing

Explore practical techniques for organising information in a logical, clear and reader-friendly way.

Topic 5: Drafting

Use straightforward writing techniques and plain English principles to produce messages that are clear,
concise and effective.

Topic 6: Inclusive Writing – Accessibility and Readability

Explore approaches for making written communication more inclusive, accessible and easy to understand
for different audiences.

Topic 7: Editing and Reviewing

Learn how AI tools can support the review process and help identify opportunities to improve the
accuracy and quality of business writing.

Topic 8: Focus Areas – Optional Activities

Adapt parts of the session to specific writing challenges or areas participants would particularly like to
improve.

Focus areas may include email etiquette, writing for social media or blogs, persuasive summaries and
effective benefit statements.

Review and Action Planning

Reflect on the key learning points from the course and identify practical actions for continuing to improve
writing skills after the session.
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