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	SKILLS OUTLINE

	REPORT WRITING

	Reports are a common form of communication, yet few people understand the skills required to make an effective report. Without such skills not only personal but company image and success can be impeded.

This support concentrates upon enhancing the ability to write well-structured and concise reports to the benefit of both the individual and the organisation. 



	Who for
	Personnel who have to prepare reports.



	Objective
	To enable the creation of effective reports in the minimum of time concentrating on:

· Document layout
· Structuring the content

· Writing with an easily comprehensible style

· Accurate reader needs analysis  


· How to accommodate information, whether for impartiality or persuasion



	Content
	Draft reports appropriate to the business of the client.

Materials used to include:

· The Audience Analysis Circle 

· The COMB and CROMB system for structuring messages

· Appropriate writing styles

· Technical writing
· Common barriers to clear understanding 


	Skills Gained
	As a result individuals will have learned to:

· Target each report accurately

· Present a clear, logically structured message 

· Save time in preparation

· Get rid of unnecessary words

· Assess readers' needs, concerns and expectations

· Anticipate and control readers' responses

· Feel more confident and positive



	Participants


	Consultancy or as a one-day course for up to 6 participants 

This content is adapted to meet specific client needs
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