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Introduction

Regardless of your company's field or size, and regardless of your position and specialization, you're well aware
that a significant portion of your time is spent communicating with others. With various communication methods and
styles, you understand that one of the most important forms of communication in all fields of work is written
communication. If you haven't mastered the art and skills of effective writing, it undoubtedly affects your career
advancement, and your professional future, and also impacts your mental image and your company's image to
others.

During this training course, you will master the art of planning, writing, and reviewing reports, meeting minutes, and
email. You will quickly feel the tremendous positive impact that this course will have on your career progression
and your mental image, as well as your company's image to others. This program distinguishes itself by enabling
participants to write reports, meeting minutes, and emails using principles of management science, organization
psychology, emotional and verbal intelligence, as well as modern artificial intelligence software, making it a
comprehensive and highly impactful course.

 

Objectives

Professionally write various types of reports in contemporary institutions.
Prepare, write, organize, and review meeting minutes in all forms.
Write persuasive positive communication that positively affects their mental image and their company's
image to others.
Apply etiquette and professional writing skills when using email.
Choose the appropriate means of communication for various current and potential diverse situations.
Deliver their messages to targeted parties and achieve their management goals effectively and efficiently.
Apply organizational psychology, emotional intelligence, and verbal intelligence techniques for effective
writing.
Utilize the capabilities of modern software and artificial intelligence in report writing, email, and meeting
minutes.

 

Course Outlines

Day 1

 Effective Written Communication - Your Path to Excellence

Why Effective Written Communication Is Your Path to Excellence.
The Modern Model of Effective Written Communication.
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The Art of Choosing the Right Communication Method.
Characteristics of Effective Written Communication.
General Stages of Effective Written Communication.
Dealing with Obstacles to Effective Written Communication.
Common Negative Impacting Errors in Written Communication.

Day 2

 Positive, Persuasive, Reader-Focused Writing

Understanding and Importance of Positive, Persuasive, Reader-Focused Writing.
Key Characteristics of Positive, Persuasive, Reader-Focused Writing.
Verbal Intelligence Techniques in Creative Writing.
Applying Organizational Psychology Principles for Persuasion in Written Communication.
Applying Modern Persuasion Models in Written Communication.
Understanding and Importance of Creativity in Effective Written Administrative Communication.
Applying Organizational Psychology Principles for Managing the First Impression of the Reader.
Applying Emotional Intelligence Principles in Effective Writing.

Day 3

 Professional Email Writing

The Importance of Using Email in Communication.
The Proper Structure Contents of Email Messages.
The Art of Writing a Suitable Subject for Email Messages.
Organized Writing Skills for Email Messages.
Email Writing Etiquette.
How to Create an Auto Signature.
Effective Positive Practices for Dealing with Email.

Day 4

 Techniques and Skills for Writing Professional Reports

Understanding and Importance of Reports in Administrative Work in Modern Institutions.
Types of Reports in Modern Institutions.
The Practical Stages of Report Preparation.
Using Mind Maps in Preparation for Report Writing.
Techniques and Methods of Handling the Writer's Block.
Skills in Using Tables and Charts in Reports.
Necessary Electronic Skills for Report Writing.

Day 5

 Techniques and Skills for Writing Professional Meeting Minutes

Understanding and Importance of Meeting Minutes in Administrative Work.
Types of Meeting Minutes.
Professional Writing of Meeting Minutes.
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The Essential Components of Meeting Minutes.
Necessary Tips before, during, and after writing Meeting Minutes.
Unprofessional Avoidance of Common Mistakes when Writing Meeting Minutes.
Preparation of a Meeting Minutes Template.
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