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Course Information

Delivery Format: Instructor Led - Online

Course Overview

"Sharpen your business writing skills by first learning to identify the why, who, and how—before
addressing the what. Engage in guided discussions and numerous activities to explore techniques
that enhance clarity, impact, and results in workplace communication. From informal emails to
detailed reports, effective writing skills are essential for communicating with team members both
within and outside your organization. Simple, solid guidelines for approaching any business writing
objective enable everyone to generate more positive responses to their writing. This course includes
tips, best practices, templates, and more for any professional who wants their writing to reflect
positively on themselves and their organization. Private classes on this topic are available. We can
address your organization’s issues, time constraints, and save you money, too. Contact us to find out

how.

About This Course



"Sharpen your business writing skills by first learning to identify the why, who, and how—before
addressing the what. Engage in guided discussions and numerous activities to explore techniques
that enhance clarity, impact, and results in workplace communication. From informal emails to
detailed reports, effective writing skills are essential for communicating with team members both
within and outside your organization. Simple, solid guidelines for approaching any business writing
objective enable everyone to generate more positive responses to their writing. This course includes
tips, best practices, templates, and more for any professional who wants their writing to reflect
positively on themselves and their organization. Private classes on this topic are available. We can
address your organization’s issues, time constraints, and save you money, too. Contact us to find out

how.

Who Should Attend

This course is for individuals who need to write clearly and concisely in a professional environment.

Prerequisites & Entry Requirements

General Prerequisites:
To ensure your success, we recommend you have some level of work experience in any of a variety

of organizational settings, and general end-user computer and Internet skills.



Learning Outcomes

Upon successful completion of this course, participants will be able to:

Utilize practices for effective business writing in any context Know how to write high-value emails and
meeting agendas Identify when and how to use collaborative approaches to writing business
documents Recognize and apply best practices for the most common types of business writing Apply
best practices for writing business proposals and reports Improve business writing with practical tips

for refining and finishing written works

Detailed Course Outline

1. Business Writing Foundations
e Writing challenges
e |dentifying the why, who, how
e Objectivity in business writing

e Focusing on Facts

2. Types of Business Writing

Writing effective emails

Meeting agendas that add value

Proposals that get results

Reports that educate and inform

3. Collaborative Business Writing
e The benefits of writing collaboratively
e Recognizing when to write with others
e Collaborative writing approaches

e Collaborative writing techniques

4. Refining and Finishing



Techniques for proofreading
Recognizing common writing errors
Using Al for writing support

Peer reviews



Upcoming Schedule

Available training dates for Effective Business Writing:

Start Date End Date Location Delivery Price

02 Nov 2026 02 Nov 2026 Online Virtual €795.00



Frequently Asked Questions

Q: What delivery options are available for Effective Business Writing?

We offer multiple delivery formats:
e Live Instructor-Led Classroom Online (Virtual/Live Online)
e Traditional Instructor-Led Classroom Training (ILT)
e On-site delivery at your offices anywhere in United Kingdom

e Private dedicated courses customized for your team

Q: How many CPD hours does this course provide?

The 1-day Effective Business Writing course provides up to 6.5 CPD hours of structured learning. CPD

certificates can be provided upon request.

Q: What is the duration of the Effective Business Writing training?

The training takes place over 1 day(s), with each day lasting approximately 8.00 hours including

breaks for lunch and refreshments.

Q: Do you provide corporate training for Effective Business Writing?

Yes, we provide corporate training, dedicated training, and closed classes for Effective Business
Writing. Training can take place anywhere in United Kingdom including London, Manchester,
Birmingham, Edinburgh, or live online allowing teams from across United Kingdom or internationally

to attend.



Q: Why choose Nexus Human for Effective Business Writing?

Nexus Human is recognized as one of the leading training providers. Our trainers have won multiple
awards including:

e Small Firms Best Trainer Award

National Training Partner of the Year (Ireland) - Multiple Years

Global Top 30 Instructor Awards (2012, 2019, 2021)

Tech Excellence Award Nominations

Learning Performance Institute (LPI) External Training Provider Sponsor 2024

Q: Are there any discount codes available?

Yes! Use discount code PENPALS5 when booking your Effective Business Writing training. Please note
that only one discount code can be used per booking and cannot be combined with other special

offers.
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