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Professional Skills Training

Mastering Writing Skills

Writing with skill and confidence is an essential business skill. Global companies require communica-
tion across time zones and continents, and writing is still how that is done. 

This one-day program is for busy professionals in every walk of life, and every business who want to 
acquire the essential skills to make their writing clear, concise and effective. 

Participants are taught essential skills needed to be effective written communicators. The program is 
practical, useful and will teach techniques that provide an immediate positive impact. 

Mastering Writing Skills participants will be able to:

■ Understand the difference between written and spoken language;  
■ Acquire critical reading skills to improve writing techniques;
■ Grasp the vital importance of understanding their reader, and acquire the skills to research and 
profile the audience;
■ Understand and articulate their own purpose and structure the writing to captivate and retain the 
attention of the reader;
■ Understand and use the appropriate tone and style; 
■ Write clearly and succinctly;
■ Learning how to construct arguments effectively, and be persuasive;
■ Develop process for writing – getting from planning > drafting > editing > re-drafting > proof-
reading & finessing; &
■ Have a logical structure and sequence for a variety of writing situations (report-writing, business 
plans, legal writing, email writing).


