
Business Communication Excellence: Writing, Editing and Influence
 

Duration: 10 days  On-Site

01 Who Should Attend

Communications and public relations professionals

Human resources professionals

Project and programme managers

Business analysts

Policy and research professionals

Consultants

Government and public-sector professionals

NGO and development-sector professionals

Professionals who regularly prepare reports, proposals, emails, briefs, or other business documents

N A I R O B I  |  M O M B A S A  |  K I S U M U  |  R E G I O N A L  T R A I N I N G  C E N T E R S

PB INSTITUTE OF RESEARCH AND TECHNOLOGY
P.O Box 21457-00100
Nairobi - Kenya
Mobile: +254 721 214 795
Email: info@pebblesinstitute.org

 

PB Institute of Research and Technology | info@pebblesinstitute.org Page 1 of 5



02 About the Course

Mastering Professional Writing, Editing and Business Communication is an advanced, practical

training course designed to develop the writing, editing, and communication capabilities

required for success in modern professional environments. The course equips participants to

produce clear, concise, accurate, persuasive, and audience-focused business communications

across a wide range of workplace contexts.

Participants will learn how to structure professional documents, strengthen business

correspondence, write compelling reports and proposals, edit and proofread effectively,

communicate complex information clearly, and adapt tone and messaging for executives,

colleagues, clients, and other stakeholders. The course also introduces responsible use of AI-

powered writing and editing tools to enhance productivity while maintaining professional

quality and authenticity.

 

03 Workshop Objectives

 Master strategic outlining for complex documents.

 Optimize readability using advanced sentence structure.

 Tailor tone and style for executive and technical audiences.

 Apply professional editing and proofreading protocols.

 Develop persuasive techniques for proposals and reports.

04 Module Topics

Module 1: Foundations of Advanced Business Writing
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 Understanding the principles of effective business communication.

 Analyzing audience and purpose in business writing.

 Developing a clear and concise writing style.

 Understanding the importance of tone and voice in business documents.

 Ethical considerations in business writing.

Module 2: Crafting Persuasive Business Documents

 Writing effective reports and proposals.

 Creating compelling executive summaries.

 Developing persuasive arguments and supporting evidence.

 Structuring documents for clarity and impact.

 Using storytelling techniques in business writing.

Module 3: Advanced Grammar and Punctuation

 Mastering complex sentence structures.

 Advanced punctuation rules and usage.

 Avoiding common grammatical errors.

 Using active and passive voice effectively.

 Understanding nuances of word choice and usage.

Module 4: Style and Tone in Business Writing

 Developing a consistent brand voice.

 Adapting tone for different audiences and situations.

 Using appropriate language and terminology.

 Avoiding jargon and clich??s.

 Creating a professional and polished writing style.

Module 5: Advanced Editing and Proofreading Techniques
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 Developing a systematic editing process.

 Identifying and correcting errors in grammar, punctuation, and style.

 Using editing checklists and tools.

 Ensuring consistency in formatting and style.

 Proofreading techniques for accuracy and clarity.

Module 6: Editing for Consistency and Flow

 Analyzing document structure and organization.

 Ensuring logical flow and transitions.

 Checking for consistency in terminology and style.

 Eliminating redundancy and ambiguity.

 Improving readability and comprehension.

Module 7: Writing Under Pressure and Meeting Deadlines

 Developing strategies for time management and productivity.

 Overcoming writer's block and procrastination.

 Prioritizing writing tasks and managing deadlines.

 Using templates and style guides for efficiency.

 Developing a process for rapid document creation.

Module 8: Using Style Guides and Templates Effectively

 Understanding the purpose and benefits of style guides.

 Applying style guide rules consistently.

 Creating and using effective document templates.

 Customizing templates for specific document types.

 Ensuring compliance with organizational style guidelines.

Module 9: Legal and Ethical Considerations and Advanced Tools
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 Understanding copyright and plagiarism issues.

 Ensuring accuracy and truthfulness in business writing.

 Maintaining confidentiality and data privacy.

 Using advanced writing and editing tools (e.g., Grammarly, Hemingway Editor).

 Staying up-to-date with trends and best practices in business writing.
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