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COURSE INTRODUCTION / OVERVIEW:

In today's fast-paced corporate environment, the ability to communicate clearly, concisely, and persuasively in writing is
not just a skill but a critical asset for professional success. This course is meticulously designed to transform your
approach to business writing, moving beyond basic grammar to master the art of strategic corporate correspondence. As
highlighted by business communication experts like H. A. Murphy and Jane E. Thomas in their seminal work "Effective
Business Communication”, impactful writing is the cornerstone of effective management and organizational efficiency.
This program, offered by BIG BEN Training Center, provides a comprehensive framework for crafting powerful business
documents, from compelling emails and memos to detailed reports and persuasive proposals. Participants will delve into
advanced techniques for audience analysis, tone modulation, and structuring information for maximum impact. We will
explore how to build credibility, influence decisions, and maintain professionalism across all written platforms, ensuring
your messages are not only understood but also drive action and achieve desired business outcomes. This is an immersive

journey into the nuances of professional writing that will elevate your corporate communication to the highest standard.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

e Managers and Team Leaders.

e Administrative and Executive Assistants.
e Project Managers and Coordinators.

e Sales and Marketing Professionals.

e Human Resources Specialists.

e Public Relations Officers.

e Technical Staff who prepare reports.

e Customer Service Representatives.

e Anyone seeking to enhance their professional writing skills.
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TARGET SECTORS AND INDUSTRIES:

Banking and Financial Services.

Information Technology and Telecommunications.
Healthcare and Pharmaceuticals.

Engineering and Construction.

Oil and Gas Sector.

Retail and Consumer Goods.

Government and Public Sector Agencies.
Consulting and Professional Services.

Education and Non-Profit Organizations.

TARGET ORGANIZATIONS DEPARTMENTS:

Human Resources and Administration.

Marketing and Sales Departments.

Operations and Logistics.

Finance and Accounting.

Customer Relations Department.

Legal and Compliance Departments.

Public Relations and Corporate Communications.
Project Management Office.

Research and Development.
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COURSE OFFERINGS:

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

e Apply the core principles of professional business writing for clarity and impact.

o Craft effective, professional emails for various business situations.

e Structure and write compelling business reports and proposals.

e Master the appropriate tone and style for different audiences and contexts.

e Develop persuasive writing techniques to influence decision-makers.

e Edit and proofread business documents to eliminate errors and enhance readability.
e Write clear and concise memos, meeting minutes, and executive summaries.

e Manage digital communication etiquette to maintain a professional image.

e Adapt writing styles for internal and external corporate correspondence.

COURSE METHODOLOGY:

The training methodology at BIG BEN Training Center is designed to be highly interactive, practical, and participant-
centered. This course moves beyond theoretical lectures to immerse participants in real-world business writing scenarios.
A significant portion of the training will be dedicated to hands-on writing exercises, allowing individuals to apply learned
concepts immediately and receive constructive feedback. We will utilize a blend of case studies of effective and ineffective
corporate communications, interactive group discussions, and peer-review sessions to foster a collaborative learning
environment. Participants will work on drafting various business documents, such as emails, reports, and proposals,
which will be analyzed and refined during the sessions. The instructor will facilitate activities that simulate authentic
workplace challenges, ensuring the skills acquired are directly transferable to the participant's professional role. This
practical, application-focused approach guarantees that attendees leave not just with knowledge, but with the confidence

and competence to excel in all forms of business writing.
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COURSE AGENDA (COURSE UNITS):

UNIT ONE: FOUNDATIONS OF PROFESSIONAL BUSINESS WRITING

e The 7 Cs of effective communication.

e Understanding your purpose, audience, and context.

o Developing a professional and appropriate tone.

e Principles of clarity, conciseness, and coherence.

e Overcoming common writing pitfalls and grammatical errors.
e Structuring paragraphs for maximum readability and impact.

e The importance of a positive and reader-centric approach.

UNIT TWO: MASTERING EMAIL AND DIGITAL CORRESPONDENCE

e Crafting professional and effective email subject lines.
e Structuring emails for clarity and action.

e Mastering email etiquette and digital professionalism.
e Writing for different digital platforms and audiences.

e Managing email threads and communication overload.
¢ Handling sensitive or negative information via email.

e Techniques for writing follow-up and reminder emails.

UNIT THREE: CRAFTING FORMAL BUSINESS DOCUMENTS

e The key components of a formal business report.

e Techniques for gathering and organizing information.

e Writing clear and informative memos and circulars.

e Structuring persuasive and winning business proposals.
e Developing effective meeting agendas and minutes.

e Presenting data and visuals within documents.

o Writing executive summaries that capture key insights.
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UNIT FOUR: ADVANCED PERSUASIVE AND STRATEGIC WRITING

e Understanding the psychology of persuasion in writing.

Techniques for building credibility and authority.

Crafting compelling arguments and calls to action.

Writing strategic messages aligned with organizational goals.

Communicating change and difficult news effectively.

Developing a consistent corporate voice and style.

Writing for senior leadership and executive audiences.

UNIT FIVE: POLISHING, PROOFREADING, AND FINALIZING DOCUMENTS

e The difference between editing and proofreading.

Systematic strategies for effective proofreading.

Tools and techniques for checking grammar, spelling, and punctuation.

Enhancing style, flow, and sentence structure.

The importance of formatting and professional presentation.

Conducting a final review for accuracy and completeness.

Developing a personal action plan for continuous writing improvement.

FAQ:

QUALIFICATIONS REQUIRED FOR REGISTERING TO THIS COURSE?

There are no requirements.

HoOW LONG IS EACH DAILY SESSION, AND WHAT IS THE TOTAL NUMBER OF TRAINING
HOURS FOR THE COURSE?

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including breaks and interactive

activities, bringing the total duration to 20 - 25 training hours.

SOMETHING TO THINK ABOUT:

How does the evolution of digital communication platforms challenge the traditional principles of formal corporate

correspondence?
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WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO

OTHER COURSES?

This training course distinguishes itself by focusing on the strategic application of writing skills as a tool for influence and
leadership, rather than merely covering grammatical rules. While many courses teach the basics, this program delves into
the psychology of communication, equipping participants with the ability to analyze their audience and craft messages
that resonate and persuade. The curriculum is uniquely structured to build skills progressively, starting with the
foundational clarity of an email and culminating in the strategic complexity of a formal proposal or executive report. We
emphasize real-world application through extensive hands-on workshops and peer-review sessions, ensuring that learning
is active, not passive. Unlike programs that offer generic templates, this course teaches the underlying principles that
allow participants to adapt their writing to any situation, industry, or audience. The focus is on developing a versatile and
powerful professional voice that not only communicates information but also builds relationships, drives business

objectives, and enhances personal and organizational credibility in a competitive corporate landscape.

www.bigben-training.com




