Open courses 2009
E ective Business Writing (full day course)

+ Are you often unsure how to put a message in writing?
« Do you spend a long time rewriting your business messages?

+ Are you concerned about the grammatical accuracy and quality of
what you write?

« Does your team leader or manager often edit what you write?

« Do readers sometimes have difficulty understanding what you are
trying to say?

You will nd this course valuable if you answer yes to any of these
questions.

It's not just embarrassing when business writing is confusing, boring
and infuriating. Poor written material also wastes valuable time, sends
inaccurate messages and projects a negative image of both the writer
and of her or his organisation.

Clear, succinct and compelling reports and letters are essential to

effective communication, and being able to create them is a vital business skill. Fortunately, effective writing is
not a gift that is granted to the elite few who happen to find it easy, but a competence that can be learned like
any other.

The aim of this course to help you develop your skills, so that you can convey your message clearly and concisely
in writing and make a positive impact on your reader.

Is it for me?

This course is primarily designed for managers and team members
who wish to boost their writing confidence and make sure that the
documents they write get noticed and actioned.

However, it will also be of interest to anyone who wants to
communicate their written ideas concisely and clearly.
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Benefits

Programme
During this course you will learn: Start:9.30 am
«  How to recognise aspects of good writing style « Welcome and introductions

A proven process for writing effectively » Your problems and goals

+ You are a reader too
A technique and tips for planning and structuring any kind of )
- Consequences of sending out poor

quality written communications

document

The seven secrets of writing for readability + A process for writing effectively

The most common grammatical errors — and how to avoid them »  (reating your message

« How to review and proofread effectively »  Planning, writing and reviewing

written material

+ Five tips that will ensure your documents stand out from the ) .
«  Practical session

crowd.
Lunch: 12.30
Course designer / presenter - Writing for readability
This popular course is designed and presented by Jane Smith, who has + Writing emails and letters
many years' experience of designing and running similar courses for - Writing memos and minutes
Universities (Bath, Reading, Brunel, Aston, Glasgow, Bristol, Plymouth) .
Report writing

and organisations such as Winterthur Life, Nationwide Building Society,
Equality Commission for Northern Ireland, Wales Consumer Council, « Practical session
and Winchester City Council. Jane is also the author of several books
on a wide range of management and personal development topics, '
including Word Smiths’ audio books Memory and Learning for Success, » Planning the next steps
Speed Reading for Success, and Coaching & Mentoring for Success. Close: 430 pm

Writing that means business

Course dates and venues
We are currently running this full day open course in Bristol..

For dates, see our website — http://www.word-smiths.co.uk/open-courses.php

Delegate fees
£250 per delegate

- £450 for two delegates, or for one place on this course plus one place on any other Word Smiths full day
open course.

- Additional discounts available for bookings of more than two delegates/two courses — contact us to
discuss your requirements.

« Feeincludes lunch, refreshments and course materials, and is ex VAT @ 15%.

Guaranteed quality from Word Smiths - book today

To book this course, you can use our online form at www.word-smiths.co.uk/open-courses.php or call or
email us. We will then send you confirmation, an invoice and payment details.
Please contact us by email or phone if there is anything you'd like to discuss or clarify before booking.
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