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http://holistiquetraining.com/ar/course/advanced-business-writing-skills-ar
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Teaching takes place in various settings including face-to-face in a classroom environment. It
will ensure that participants can expand their knowledge of the subject and increase their
skill set. The course is delivered via various methods by a specialist tutor. This will include
PowerPoint presentations, reviewing articles and other relevant materials, group or individual
exercises and discussions. There may be some independent work set, and the course will
require submitting articles to demonstrate understanding and an end-of-course test. Note-
taking is encouraged, and you are welcome to use electronic devices. The course manual will
form part of the learning but will give you references for the future. You are encouraged to
ask questions and, if needed, spend time one-on-one with your tutor to review any issues.

.You can network with peers in similar roles during your time in the classroom
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Section 1: Understanding Grammar and Plain English

e An introduction to English grammar

e The roots of grammar from Latin to Modern

e Mastering punction - using the analogy of traffic signals
e Overused business words - avoiding and alternatives

e Why ‘Plain English’ makes so much sense

Section 2: Advanced Proficiency in Written English

e The 12 golden rules for writing well

e Storytelling - the inspiring, persuasive, influential narration

e Engaging audiences: pushing feeling and detail through writing
e How to write newsworthy articles people want to read

e How to proofread what you have written



e Why errors can be embarrassing

Section 3: How Writing for Online Audiences Differs

e Email etiquette - what are the rules

e Writing for websites and social media

e Understanding search engine optimisation

e How to keep content relevant

e Ensuring your social media posts and tweets get comments and reactions

e How to blog to create a strong impact on your business

Section 4: Practical Writing Skills and Applications

e Presentations: Creating impact with memorable key points

e Speech writing skills: how to motivate and persuade your audience
e The difference between formal speeches and informal talks

e Writing business letters: format and structure

e Creating a powerful call to action

Section 5: Formal Reports & Business Briefing Papers

e The correct structure of reports ensures they are easy to follow
e Understanding the importance of tables, graphs and diagrams

¢ Using images for an illustration of essential points
e What are the best practices for report writing layout and design

* A look at white space, margins, typeface, and colour

oo il o lail Bulgad e 68 Liiall Juanyin oy &gy 5a1ll 8, 900 s3a alai] aie Holistique Training.
gl g yiSI] Bl g 937 g i Y e Ay paill 85 9all o sbeSa g g snay onill 4wl 5 (e-Certificate)
o Holistique Training.

wlled Holistique Training padill gty sl Gulaall oo Saaine (BAC) igall 5iskill slaiel doas
saiuall (CPD). sulee 35 sasize Ll LS 1SO 9001 5ISO 21001 5ISO 29993.



aluall dgall 5 shill Lalai ia o3y (CPD) alai] 8algsd e Lliill sda jeliug (Wilsled U o0 59401 syl
oo s ,aill Holistique Tra|n|ng slaicl Loaa yyleal gy CPD, il e ol CPD dcelw JS oye Baaly
m50e‘,u6‘ml_\mu&dlu&\9 5l G ssaa CPD Wl Lgondi saaly 5,50 V.

pelaill 25 Sl g 5, 10Y)

Ldn 13 wYlEs

il olig allad oyl o L) 24iS : Jaall 2y & 2dlyia ¥l Ll

O bl Yo il 4y guall Olga¥l e aay g igaall Joall wliy o LY algadl aal sa sl slael



http://holistiquetraining.com/ar/course/category/تعليم
http://holistiquetraining.com/ar/course/category/الإدارة-والسكرتارية
https://holistiquetraining.com/ar/news/successful-report-writing
https://holistiquetraining.com/ar/news/successful-report-writing

1334 ali (Wbﬁ-ﬂl Jf ‘3-.'.)'4! ddlb wil ¢l ow sJL«Qﬂyl J.!Jli'i elo¥! J.g.IAIiJ QLQJ.L’.QJ‘ Jail QL/.u.wj.le

Ulue 5320 Gurd JBig it o8 shae! oK1 apaglaall Glaa¥l Gudaiy dagiliwd] ol Lall Sladl 8 G sas
folildl pon

YouTube Video

https://www.youtube.com/embed/VoXKp6ztEpA?si=q4bsdoWe6pPNXhNE
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