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Effective Business Writing

The most ordinary word when put into 
the right place, suddenly acquires 
brilliance. This is the brilliance with 
which your writing must shine.

TO EMPHASIS YOUR MOST IMPORTANT 
THOUGHT, LET IT STAND ALONE.

COURSE OVERVIEW

Very few of us are ever formally taught the skills of business writing. For most of us, 
our first experience comes when we start work and we are suddenly expected to 
know how to compose business letters, memos, emails or reports.

A lot of business communication is presented in writing. The Effective Business 
Writing workbook is designed to remove the apprehension often associated with 
writing and to build written communication skills.

This programme gives you the opportunity to learn for yourself the basic strategies 
which you can use to develop your own highly effective business writing skills.

KEY SUBJECT AREAS

 • Writing in Plain English.

 • Writing in a friendly style.

 • Writing good correspondence.

 • Editing and Proof- reading.

 • Writing good emails, memos and faxes.

 • Write good reports.

LEARNING OUTCOMES

This workbook will enable the participant to:

 • Decide when it is appropriate to put the message in writing.

 • Adapt your writing to suit the needs to the reader.

 • Write in plain English to ensure the information is easy to understand and can 
be acted upon.

 • Set out letters, emails and memos in the currently accepted layout.

 • Structure correspondence to effectively achieve its purpose.

 • Edit and proof-read for quality presentation.

 • Decide on what report format is most suitable for a particular situation.

 • Develop an outline for a report

 • Understand and be able to write the required sections of a report.

The Effective Business Writing 
Workbook:

Designed For:
Anyone in a business role where excellent 
writing skills are required for successful 
business interaction.

Unique features:
The Effective Workbooks are structured to 
ensure the best learning outcomes are possible 
from a self-learning product. Each workbook is 
made up of individual modules that are broken 
up into content, exercises, self-evaluation, a 
competence check and checklists.

Options:
 • Self-Paced Learning.

 • In-house Workshop.

 • Public Workshop (limited to 14 attendees).

Includes...
 • Self-paced self-learning workbook.

 • An internationally recognised KiwiHost 
certificate of Achievement.

ALL WORDS ARE PEGS TO HANG IDEAS ON.


