
1.3 BUSINESS WRITING SKILLS 

 

Writing skills for the professional – writing with confidence. 

Presented on a beginners, an intermediate and an advanced level. 

 

 Sentence construction 

 Correct use of grammar 

 Internal and external business letters  

 Compiling agendas and minutes 

 Report writing skills 

 Proposals 

 Creative writing for annual reports 

 Text analysis 

 

 


