
Further Development:
Professional Written Communication (PWC)
Writing Effective Reports (RW)

EXTRA NOTES
An equivalent course is available in Arabic and French. Please call 
us for details.

EXTRA NOTES

BER

Effective Business English

1 Day

OVERVIEW
This course will enable participants to clarify any confusion they 
have concerning grammar, punctuation and spelling that may impact 
on their ability to write professionally.

want immediate, accurate replies. Participants will spend the day 

leave with tips and guidelines that will give them the confidence to 
write accurately.

LEARNING OUTCOMES
By the end of this course participants will be able to:

disciplined manner. 

written business communication. 

message effectively. 

and effective. 

DESIGNED FOR
Designed for anyone who writes regularly in a business environment 

clarifying rules of grammar.

TOPICS COVERED
The Rules of Grammar ‘Unravelled’ 

into practice 

Punctuation Made Easy

Drawing it all Together

Action Planning

BGED1 Day

Effective Email Drafting

OVERVIEW

emails.

Furthermore, participants will get the opportunity to practice on 

followed by assessments of these emails.

LEARNING OUTCOMES
By the end of this course participants will be able to:

quality relationship.

effectiveness of email communication.

DESIGNED FOR
Designed for anyone regularly required to communicate by using 
emails.

TOPICS COVERED
Email Communication – Issues

Quick and Easy to Read

of the mail

Targeted Communication

An Effective Style

is read on screen and its stylistic restrictions
Progress and Acquisition of Know-How


