
 

 

 

 

 

 

 

 

 

Writing Effectively at Work  
 

 

Welcome to the Writing Effectively at Work Training.  

 

Writing is a skill in any society in the business world. Contrary to belief business writing is an art form in 

itself. It's about presenting oneself through written communication. Just as one dresses to make 

impression professionals also need to write with finesse in the workplace. For instance, exceptional 

email customer support agents are recognized not for their responses (which can be automated) but 

also for their creative thinking skills. This includes crafting sentences mastering grammar understanding 

the power of words and writing concisely. Developing these abilities can eventually lead individuals to 

develop their writing style. 

 

This training course aims to equip participants with knowledge, on creating memos, emails, reports and 

handwritten letters. It will teach them how to write and regain confidence by strengthening their 

language skills and more. 

 

 

 

 



Course Overview; 

The initial part of this session will focus on introducing participants and discussing what will be covered 

during the workshop. Participants will also get a chance to outline their personal learning goals. 

 

 

This training session aims to educate participants on the following; 

 

 

• Recognizing the distinction, between writing to express and writing to impress. 

 

 

• Learning how to adhere to business standards in writing. 

 

 

• Developing proofreading skills on the go. 

 

 

• Cultivating ones writing style. 

 

 

The Fundamentals of English 

Many professionals tend to overlook the fact that English's their language, leading them to miss spelling 

errors. Therefore, this training course will address aspects such as punctuation, basic grammar rules and 

proper sentence structure. These exercises will help participants maintain their proficiency and prepare 

them for advanced business writing tasks. 

 

 

Writing for Expression, Not Showmanship 

During this session participants will learn how to write without succumbing to the temptation of 

showiness in their work. In fact, they may even view it as a challenge; "How can I captivate readers using 

300 words?" We provide participants with strategies and techniques, for achieving this goal. 

 

 

Adhering to Business Writing Standards 

Our objective is to demonstrate that effective writing can be accomplished collaboratively in interactive 

group settings. By the conclusion of this session individuals will have the capability to surpass anyones 

writing speed in terms of APM (Actions Per Minute) while still upholding the quality standards that 

companies hold themselves to. 

 

 

Understanding the Power of Words 

Words carry relevance and appropriateness, then others. The choice of words can greatly influence the 

effectiveness of an advertisement and much more. At the end of this training session participants will 

possess an understanding of selecting fitting words. 

 

 

 

 



Cultivating a Unique Writing Style 

To aid participants in becoming business writers it is essential for them to have the opportunity to 

develop their own distinctive writing style. Consequently, participants are guaranteed to depart with a 

sense of satisfaction and enthusiasm to contribute their exceptional word usage skills, towards their 

teams and organizations. 

 

 

Conclusion of the Workshop 

Upon completion of the course participants will be given a chance to ask questions and formulate an 

action plan. 

 

 

 

 

Visit https://paramounttraining.com.au for more information or call 1300 810 725 
 

 

 

 

 

 

 

 

 


