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Effective Business Writing Skills

Email Etiquette and Communication Skills

Introduction
“In future, all memos to the president are to be in English.”

President Jimmy Carter in a memo to White House Staff.

Language teaching in school often makes people incapable of writing simply and effectively.  It is a system that praises the big word and the complex sentence.

Writing something simply is not encouraged, and therefore, rarely done.

In business terms, this can lead to a costly breakdown in communication both internally and externally.

Today, more than ever, your contact with others is through writing.   Having valuable ideas is not enough.  It is how you communicate these ideas that is important and will dictate how effectively you influence others. 

Many writers often become frustrated because their email requests are either not responded to or are misinterpreted. But, the problem often starts with the way in which the original message was constructed.

Course Aim

This course will show participants how to write in a clear, concise and efficient way so that their message has the intended impact with their audience.

After this programme business writers will understand how to:

· Write clearly and concisely so that their message is easily understood 

· Build their relationships with different readers through appropriate email communication 

· Be able to construct concise, clear sentences

· Know how to make their writing person centred using a conversational style in writing

· Know how to edit and use an appropriate layout that helps the reader quickly understand the content and message

· Save time through email time management best practice 
· Use the most appropriate channel for communication – email, phone, face-to-face discussion
· Understand the appropriate use of txt Language, ‘smileys’, etc
· The impact of different personalities on preferred communication style
· Write to influence for the outcome you want
Course Methodology
This course will use a combination of trainer input on Best Practice in Business Writing Skills, writing skills exercises and individual feedback.

Where possible participants should bring laptops to use during the workshop.

Two weeks before the programme participants will be required to send the trainer a few different examples of emails they have generated and believe could be better. These emails should be non-confidential so that they can be used during the writing skills workshop. 

Using the participants own email examples during the workshop ensures that the course addresses the exact learning needs of the participants.

Course Schedule

9.30 am
Module 1 
Written Communication – The Issues

•  Poor/OK/Excellent Communications – The Differences

•  The Communication Process – What’s your Aim?

•   Person-Centred Writing – and personality style

•  Presentation of Emails 

•   Clarity- Don’t Bury the Message

•   Do’s and Don’ts of Writing Effective Emails

•   Writing cover notes for attachments

•   Sentence Construction

•   Use of Active rather then Passive Voice

•   Your Company’s Corporate style/Your Client’s Corporate style 

•   Editing and Layout

•   Grammar and Spelling Tips – The Main Pitfalls

•   Proof Reading Tips

•   Email Subject Lines

•
Email Time Management

11am
Break

11.15am
Module 1 Continued

1 pm
Lunch

2 pm
Writing Skills Workshop

•  During the workshop participants will complete writing skills exercises based on the emails which they have sent in. 

The Workshop is aimed at developing their writing skills “eye” and bedding down the writing skills guidelines learned during the morning sessions.

•  During the workshop the trainer will also give individual feedback to each participant on the specific skills which they need to develop to write more professionally and effectively.

•  Each participant will develop an Action Plan so that they are clear on the specific steps they need  to implement to write emails more effectively

Trainer

Annette Kinne

Annette is a communications specialist who has a BA majoring in Journalism, English, Politics and Psychology. She is an award winning Television Producer/Director who has won Irish Film and TV and Radharc Awards. Her writing skills were honed over more than 20 years in the media industry working with RTE, SKY NEWS London, Network Ten London and Australia, Network Nine and the ABC in Australia. She has also written for radio stations and print organisations in the UK and Australia.

She has delivered writing skills workshops to many corporate groups. and has also been contracted to develop Customer Friendly “Form Communications” for the Financial Services Sector and numerous books and resource materials in the retail and education sectors. 

Annette also regularly develops resource and presentation aids for International companies and PR company clients across many sectors.
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