
BUSINESS WRITING SKILLS COURSE SINGAPORE POST

Effective business writing skills are essential for all working professionals, regardless Singapore Citizens aged 40 and
above will enjoy 90% course fee funding Post-retirement in , he served as a full professor (accounting practice) for.

We take a long term view of relationships and the deep and sustained impact has been greatly fulfilling. Emma
has worked as an external consultant and trainer with both private and public sectors, designing, customising
and delivering programs, and coaching individuals. Business netiquette. This course will help you write
minutes of meetings that are clear, concise and accurately reflect the important components of meetings.
Job-related exercises and case studies. Participants would also learn to apply appropriate writing tools and
techniques to write more effectively and with professionalism, e. Every trainer should be able to keep the
attention of the class just like she has. She has held the positions of Executive, Manager, Corporate Trainer
and Consultant for the past three decades. At the end of the programme, participants will be able to: develop a
clear understanding of the writing process. However, with practice you can feel more confident about your
own writing. This work includes business writing, speaking, interpersonal and management skills training. In
business writing, the language is concrete, the point of view is clear, and the points are well expressed. We
have trained over 26, learners to date. Organising thoughts and ideas â€” using Mindmapping or Random
Techniques in brainstorming. Though e-mail standards are still evolving, this course will share with
participants the basic but lesser-known guidelines to write better e-mails. The appropriate writing style needs
to be identified, sentence structure and choice of words must all be properly selected to transmit the intended
message in the clearest possible way. Several people, including our internal communication manager, said that
Emma provided the best one-day training course. I walked away with some great tips and insights which are
not just ideas that have no practical consideration. Writing suggestions for work improvement. She has over
15 years of experience training in Singapore, as well as regionally in Malaysia, Thailand, Indonesia and
Vietnam. A versatile and bi-lingual trainer, she relates well to all participants and has excellent delivery and
presentation skills that meet the motivational needs of each and every participant. Public Workshops. How to
enjoy writing? Since , she has been training management professionals, managers, executives, secretarial,
administrative, front-line sales, engineering, operations and service staff of both public and private sectors in
Singapore, ASEAN and China. These objectives are even more difficult to achieve when written
communication is involved. Good and bad examples of business writing. What to look out for when ranking
importance of topics and emphasizing coverage in note-taking and presentation?. Tone of message, clarity of
expressions and style. Good writing is hard work, and even the best writers get discouraged. With these
objectives in mind, the proposed contents of this course will therefore equip participants with the ability to:
Identify the value of good written communication in real-world situations Prepare, write and proofread their
work so it is clear, concise, complete, and correct Apply paragraphing, linking and sentence structuring
Understanding the proper format for memos, letters, and e-mails Identify common language, grammar and
writing errors Course Outline. Participants would learn tips to tackle the common writing errors in their work,
e. Barriers to good business writing. Join Our Mailing List 10 Years of successful track records Our clients
share our passion for people development. She believes in the potential of every person and is dedicated to
providing the highest quality of training that will benefit the individual, as well as the organisation. Mistakes
encountered in note-taking and how to overcome them?. Summary and application back-at-work How to be
write more effectively? If our messages are much longer than one screen, we should consider using another
method of communicating such as a phone call. Possible ways to get started and writing within context. Many
thanks for providing insights, tips and factoids that will enable our company to write and communicate even
better to our bosses and stakeholders. As an experienced trainer, she has successfully applied service qualities
principles and competency assessments in all her communication courses in the areas of business writing,
face-to-face communication, customer service, managing difficult customer-situations using effective
interpersonal, communication and problem-solving skills. It requires a great deal of training. Types of Written
Messages Email correspondence for action, collections, complaints and sales. Learning Outcome By the end
of the course, participants would be equipped with an understanding of various writing formats such as letters
and emails.


