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Business and Report Writing Skills Course Overview:

The 'Business and Report Writing Skills Course' is a comprehensive and professional report writing course
that offers a distinctive blend of business writing principles and practical report writing skills. This course
provides extensive report writing training, aiming to empower participants with effective report writing
skills, including business and technical report writing skills. The course structure entails training on report
writing through interactive sessions, making it a report writing made simple course. It acts as a stepping
stone towards enhancing your report writing skills and learning the art of professional business report
writing.

Target Audience:

» Middle to Senior Level Managers

* Team Leaders

* Business Analysts

* Research Professionals

* Anyone who wants to develop their report writing skills course and/or professional business report
writing skills

Targeted Organizational Departments:

» Corporate Communications
* Business Development

* Research and Development
* Marketing

* Human Resources
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Targeted Industries:

* Information Technology
* Market Research

* Financial Services

* Consultancy Services

* Manufacturing

Course Offerings:

« Comprehensive understanding of the professional report writing course
* Techniques to improve business report writing skills

* Techniques to improve report writing skills

+ A framework for writing a business case course

* Understanding the core principles of a business writing principles course

Training Methodology:

This course integrates various teaching methodologies, including case studies, group work, and interactive
sessions, making the learning process a blend of theoretical and practical experiences. Real-life scenarios
are used to demonstrate how to improve report writing skills. Furthermore, regular feedback sessions
ensure each participant gets personal attention and learns at their own pace, thus making this a
comprehensive report writing training course.

Course Toolbox:

* Course workbook based on the report writing course outline

* Access to an online report writing made simple course

* Templates and checklists for effective report writing

* Samples of professional business report writing

* List of recommended reading materials for continuous learning
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Course Agenda:

Day 1: Introduction and Effective Writing

* Topic 1: Learning in the Workplace Program Overview Training on report writing

* Topic 2: Purpose of Effective Writing Effective report writing skills

* Activity: What your messages reveal about you and your company Communication skills and report writing

* Reflection & Review: Reviewing the importance of purpose in writing What is report writing skills

Day 2: Structuring Correspondence and Business Case Writing

* Topic 1: Different Styles of Correspondence and CSU Templates Professional report writing course

« Exercise: Creating a business case made simple Writing a business case course
* Topic 2: Writing for a Purpose Business writing course

* Reflection & Review: Exploring the impact of well-structured writing in business communication Business
writing course for professionals

Day 3: Improving Grammar and Email Etiquette

* Topic 1: Ensuring Professional Documents Professional business report writing skills programme

* Exercise: Quick Grammar Exercise How to improve report writing skills
* Topic 2: Effective Emails Report writing skills training
* Exercise: Email Best Practice Guidelines Report writing training

* Reflection & Review: Reflecting on the role of email in business communication Writing for business course

Day 4: Report Writing and Data Visualization

* Topic 1: Report Writing: Purpose, Planning & Structure Report writing training courses

* Workplace Learning Activity: Critique a Report Example Report writing skills course
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* Topic 2: Representing Data Visually Technical report writing skills

* Group Exercise: Draft an Outline & Monthly Report Report writing training course

* Reflection & Review: Understanding the importance of data representation in report writing Report writing
course

Day 5: Advanced Report Writing Techniques and Closing

* Topic 1: Referencing Styles at CSU Professional report writing skills

* Topic 2: Admitting Biases and Weaknesses of Your Report Writing report skills
* Quick Tips for Report Writing Report writing made simple course
* Topic 3: Further Tools, Templates and Resources Business report writing training

+ Reflection & Review: Reviewing key learnings and reflecting on the progress made Business writing
principles course

How This Course is Different from Other Business and Report Writing
Skills Courses:

The 'Business and Report Writing Skills Course' stands out due to its focus on both theory and practical
aspects of report writing. While it provides rigorous report writing training, it is also designed as a report
writing made simple course, where complex concepts are broken down into simple, understandable
sections. The course not only provides you with report writing skills training but also focuses on business
writing, making it a complete business writing course for professionals. It's your chance to become a part of
business report writing skills workshops where you learn, practice, and improve.




