
RER

Rapid & Effective Reading

1 Day

OVERVIEW

reading material our consultants will demonstrate techniques to 
enable them to gain instant results in dealing with their information 

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

materials.

information.

retention.

editing.

TOPICS COVERED
An Overview

Skills and Techniques

Comprehension and Retention

Personal Development

PRO1 Day

Proofreading

OVERVIEW
First impressions count and careless or shoddy written 
communication will cause readers to doubt the content and 
professionalism of the document.

symbols.

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

DESIGNED FOR

This introductory course is not suitable for professional publishers or 
copy editors.

TOPICS COVERED
Why is Proofreading Important?

The Three Stages

Refresh your English Language

Can you see the Trees for the Wood?

Marking up Documents

Action Planning


