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COURSE INTRODUCTION / OVERVIEW:

In today's fast-paced corporate world, the ability to communicate clearly and effectively is not just a skill but a critical
asset for professional success. This course is meticulously designed to transform your approach to written
communication, moving beyond basic grammar to strategic messaging that achieves specific business objectives. Drawing
on principles articulated by experts like Bryan A. Garner in works such as the "HBR Guide to Better Business Writing", we
will explore the art and science of crafting documents that are clear, concise, and compelling. This program addresses the
full spectrum of corporate communication, from daily emails and memos to complex reports, proposals, and digital
content. At BIG BEN Training Center, we believe that powerful writing can influence decisions, build relationships, and
enhance an organization's reputation. This training provides a comprehensive framework for mastering the nuances of

tone, style, and structure, ensuring every piece of communication you produce is professional, purposeful, and impactful.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

Managers and Team Leaders.

Administrative and Executive Assistants.

Human Resources Professionals.

Marketing and Sales Specialists.

Public Relations and Corporate Communications Staff.

Project Managers and Coordinators.

Customer Service Representatives.

Technical Professionals who need to communicate with non-technical audiences.

Any professional seeking to enhance their writing and communication skills.
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TARGET SECTORS AND INDUSTRIES:

e Banking and Financial Services.

¢ Information Technology and Telecommunications.
e Healthcare and Pharmaceuticals.

e Consulting and Professional Services.

e Government and Public Sector Agencies.

e Engineering and Manufacturing.

e Retail and Consumer Goods.

e Education and Non-Profit Organizations.

TARGET ORGANIZATIONS DEPARTMENTS:

e Human Resources and Training.

e Marketing and Sales.

e Public Relations and Corporate Affairs.
e Operations and Administration.

e Customer Support and Client Services.
e Legal and Compliance.

e Research and Development.

e Executive Management.
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COURSE OFFERINGS:

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

e Apply the core principles of clarity, conciseness, and coherence in all business writing.

Write professional and effective emails, memos, and business letters for various audiences.

Structure and compose persuasive reports and proposals that drive action.

Adapt writing style and tone for different communication channels, including digital media.

Develop clear internal communication strategies to improve team collaboration.

Master advanced proofreading and editing techniques to produce error-free documents.

Craft compelling messages for external stakeholders, including clients and the public.

Manage and write effective communications during a crisis situation.

COURSE METHODOLOGY:

This training course from BIG BEN Training Center employs a highly interactive and practical methodology to ensure deep
learning and skill retention. The approach is centered on experiential learning, where participants actively engage with the
material through a variety of methods. The training will feature a blend of instructor-led presentations, real-world case
study analyses, and individual writing exercises designed to tackle common business communication challenges. A
significant portion of the course is dedicated to hands-on workshops where participants can draft, revise, and refine
various business documents. Group discussions and peer-review sessions will provide a collaborative environment for
sharing insights and receiving constructive feedback. Our expert facilitators will guide participants, offering personalized
coaching and ensuring that the theoretical concepts are directly translated into practical, applicable skills that can be

implemented immediately in the workplace.
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COURSE AGENDA (COURSE UNITS):

UNIT ONE: FOUNDATIONS OF PROFESSIONAL BUSINESS WRITING

UNIT TWO: MASTERING EVERYDAY BUSINESS CORRESPONDENCE

UNIT THREE: CRAFTING HIGH-IMPACT REPORTS AND PROPOSALS

Understanding the purpose and audience of your communication.
Mastering the principles of clarity, conciseness, and correctness.
Developing a professional and appropriate tone for any situation.
Structuring documents for maximum readability and impact.
Overcoming common grammar and punctuation pitfalls.

The importance of active voice versus passive voice in business contexts.

Crafting effective opening and closing statements.

Writing effective and professional emails for internal and external audiences.

Composing clear and purposeful memos and internal announcements.
Handling difficult conversations and delivering negative news in writing.
Techniques for writing persuasive requests and follow-ups.

Best practices for digital communication etiquette.

Managing email threads and information overload.

Creating templates for recurring communication needs.

Defining the objective and scope of a business report.
Gathering and organizing information effectively.
Structuring formal and informal reports.

Writing compelling executive summaries.

Developing persuasive proposals that win business.
Using data and visuals to support your written content.

Techniques for presenting complex information clearly.
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UNIT FOUR: STRATEGIC CORPORATE AND PuBLIC COMMUNICATION

e Developing a corporate communication strategy.

o Writing for different stakeholders, from employees to investors.
e Crafting press releases and media communications.

o Principles of writing for websites, blogs, and social media.

e Ensuring brand consistency across all written materials.

e Introduction to crisis communication writing.

e Managing public perception through written communication.

UNIT FIVE: ADVANCED EDITING, PROOFREADING, AND PERSUASION

¢ Advanced techniques for self-editing and revision.

A systematic approach to proofreading for zero errors.

Applying rhetorical strategies for persuasive writing.

The psychology of persuasion in written communication.

Giving and receiving constructive feedback on writing.

Developing a personal style guide for consistency.

Final project: Applying all learned skills to a comprehensive case study.

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.
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SOMETHING TO THINK ABOUT:

In an era dominated by Al-generated text, how can a professional maintain authenticity and build trust through their

personal writing style?

WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO
OTHER COURSES?

This course distinguishes itself by moving beyond the mechanical rules of grammar and focusing on the strategic
psychology of effective communication. While other programs may concentrate solely on writing correctness, we
emphasize the "why" behind the "how"—enabling participants to craft messages that not only inform but also persuade
and influence. The curriculum is uniquely structured to address both internal and external communication challenges,
from fostering team alignment through clear memos to shaping public perception with skilled press releases. We integrate
contemporary issues, such as navigating digital communication etiquette and maintaining a human touch in an age of
automation. The methodology is intensely practical, prioritizing hands-on workshops and peer-review sessions over
passive lectures. Participants leave not just with a set of rules, but with a strategic framework for analyzing any
communication scenario and producing writing that achieves specific, measurable business outcomes, making them

invaluable assets to their organizations.
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