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Course:

English for Business Writing Skills
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Duration: 1 Day (9:00 — 16:00)

Course Description:

The course “English for Business Writing Skills Course” is designed for those who want to express
themselves better as professional corporate language users when writing emails, letters, and reports.
Topics include grammar and vocabulary, style and structure, and organizing information in business
writing. You will learn how to write using proper tone, contemporary style and professional
language, as well as how to edit your grammar, word choice, mechanics and content for smooth
expression and maximum impact.

Course Topics:

e Culture & Manners: The course provides writing practice to enable you to develop fluency and
confidence when communicating in cross cultural situations.

e Business English in 21st Century: Vocabulary used in business correspondence are introduced
together with the concepts of how to organize sentences into paragraphs to facilitate meaning.
Standard formats, tone and styles of correspondence are also introduced.

e Sample of Business English Writing: The instructor will comment on the grammar, style, tone
and organization of writing samples in a variety of typical business situations.

e Practicing Business English Writing: This course will give you the opportunity to practice
writing in business situations that allow greater self-expression and creativity. You will receive
extensive feedback from the instructor on your written work to ensure that you are making
progress.

e Post Test: Test (multiple choices) to evaluate understanding of course content.

Training Method:

e Highly interactive and practical course. An experienced Thai instructor encourages discussion
and questions in both Thai and English.

e Sample writing

e Writing practice

e Analysis of common mistakes

e Individual feedback

Who Should Attend:
e All business professionals who would like to sharpen their business writing skills.
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