
English Series Program
Business Communication Skills

A customized corporate English program 
for all level of employee 

6-Day In-House Training Program

Workshop Who Should Attend Key Target Group

Effective Business 

Communication Skills 

Verbal Communication 

1 Day

Executives who must understand how they communicate

may affect others and may need to modify their

communication to be more effective in their interactions

with colleagues, superiors, staff, and clients or customers.

Executives

Effective Business 

Communication Skills

Written Communication 

2 Days

This course is beneficial to everyone in the office

environment where written communication is essential

Mainly recommended for Executives or Managers who are

required to produce professional business documents that

are clear, concise and effective.

Managers

&

Executives

Delivering Compelling Presentations

2 Days 

Delivering Compelling Presentations is designed for people

who give informal and formal presentations to small groups

as well as for those who address larger audiences. This

workshop is also an excellent opportunity for more seasoned

presenters who wish to “tune up” the

speaking skills.

Managers

&

Executives

Report Writing Skills

1 Day

For those who are required to prepare and write formal

reports. Participants should have a Foundation in Written

Business English and Grammar.

Managers

&

Executives



English Series Program (Business Communication Skills)
A customized corporate English program for all level of employee
6-Day In-House Training Program 

Effective Business Communication Skills – Verbal Communication
1-Day In-House Training Program 

Introduction
Executives in any organization must relate and communicate well with others, internally and externally, to
people at many levels and from a variety of backgrounds. This can include passing on and receiving
information, motivating, persuading and influencing, and handling interpersonal relationships.

As an executive, you represent your department and your organization (as well as yourself) so your
interpersonal skills are always of prime importance. This intensive course will focus on the skills which are vital
for success; you will receive the personal attention needed to help you improve and develop where necessary.

Who Should Attend
Executives who must understand how they relate the others the way they communicate affects others and
may need to modify their communication to be more effective in their interactions with colleagues, superiors,
staff, and clients or customers.

Key Objectives
To help your staff become competent, fluent, confident and effective communicators, thus aiding in business 
productivity. At the end of the course, the course participants should be able to:

• Have confidence and fluency in the use of oral communication in their workplace

• Plan, gather, organize and present information in a logical and cohesive manner

• Develop the use of appropriate language use and functions, vocabulary, expressions and sentence patterns 

relevant to different types and context in communication

• Gain a thorough grounding knowledge of all the components of successful interpersonal communication, 

and fully understand and overcome the barriers that prevent success 

• Get feedback on how other people perceive you, to enable you to choose a different style and approach 

when it counts 

• Practice the art of active listening and effective questioning, and giving and receiving feedback 

• Improve your non-verbal skills 

• Understand and improve your communication and interpersonal skills successfully

Training Methodology

Participants are encouraged to apply whatever practical and job experiences they have gained to group and

class discussions. This course is highly interactive and uses diverse teaching methods (lectures, readings, cases,

role-plays, group work, pair discussions, and videos) to accommodate different learning styles.



Course Content

Module 1: Create a path toward synchronized communication 
• Understand the communication process 
• Identify communication breakdowns that occur between you and others 
• Recognize communication goals you need for success in your job 
• Improving your facility to send and to interpret crucial communication signals 
• The role of non-verbal communication  - body language/ intonation/ facial expressions
• Communication styles: your own and others managing differences 

Module 2: Excellence in communication 
• How to use words to build rapport 
• Advanced language patterns that access the sub consciousness 
• Using positive language

Module 3: Excellence in communication 
• Listening more carefully and responsively 
• Emphatic listening and deep level communication 

Module 4: Asking questions more open-endedly and more creatively 
• Asking questions more “open-endedly.” 
• Using questions to reach out. Translating “yes-no” questions. 
• Asking pertinent questions and gathering the facts 
• Ensuring the customer feels listened to 
• Activity – asking questions 

Module 5: Sharing difficult customer situations 
• Understanding your customer's complaints – case study 
• Verifying customers objections 
• Probing and exploring the customer needs 
• Using positive language



Effective Business Communication Skills – Written Communication

2-day In-House Training Program

Introduction

Think how much of your time is spent writing documents and letters each week. Does writing come naturally to
you or do you hesitate, stumble and lose time trying to put your words together? Are you convinced that the
people reading your emails are getting the message you want them to get?

It takes a lot of skill to communicate technical or commercial information efficiently and accurately. This course
has been designed specifically for people who are required to write business documents. It concentrates
exclusively on the skills you need to make the writing process easier and the resulting document more
effective.

This is a two-day workshop for those who have to prepare written documents in the organization. Our time will
be devoted to all types of business writing; letters, of persuasion, of refusal or of action, that reflect current
word usage and up-to-date formats. You can also become more skilled at writing to write professional business
documents that are brief but concise, clear yet direct, complete and correct.

Our two-day course shows you how to construct business documents that save time and money. It provides
you with tips for error free, plain English communications that will enhance your message

Who Should Attend
Our business-writing course targets individuals required to write professional documentation such as emails
and letters and reports. Its primary purpose is to equip you with the skills required to write clear, concise,
effective business documents in an efficient and Professional manner. It is particularly relevant to Managers
And Executives.

Key Objectives
To help your staff become competent, fluent, confident and effective communicators, thus aiding in business
productivity. At the end of the course, the course participants should be able to:

• Have confidence and fluency in the use of oral communication in their workplace

• Plan, gather, organize and present information in a logical and cohesive manner

• Develop the use of appropriate language use and functions, vocabulary, expressions and sentence patterns

relevant to different types and context in communication

• Gain a thorough grounding knowledge of all the components of successful interpersonal communication,

and fully understand and overcome the barriers that prevent success

• Get feedback on how other people perceive you, to enable you to choose a different style and approach

when it counts

• Practice the art of active listening and effective questioning, and giving and receiving feedback

• Improve your non-verbal skills

• Understand and improve your communication and interpersonal skills successfully

Training Methodology

• Learn the value of good written communication

• Organize and write effective business documents

• Use best practice in structuring your document 

• Choose words that support your message and don’t distract your reader

• Communicate to your audience effectively 

• Apply techniques for presenting your ideas effectively 

• Apply techniques for communicating clearly

• Apply these skills in real work applications



Interactive Delivery Format

The course is highly interactive with activities and practice session designed to put your new skills into action
throughout the course. These activities include preparing different types of business documents in which you
have the opportunity to rework one of your own business documents with the help of our expert trainer.

Our workshops are delivered with a strong emphasis on whole-brain learning that is complemented with an
array of high involvement techniques that will make learning interesting, exciting & enjoyable! Our trainer uses
a combination of expert input practice and small group sessions offering the best opportunities for skills
transfer into the workplace. Learning tools include practical writing exercises and on-going reviews.

Course Content
Day 1

Module 1: Building your writing foundation

• The Purposes of Business Writing

• Grammar and style

• Common writing errors

• Sentence and paragraph construction 

Module 2: Building your writing foundation

• The 6 Cs in Business Writing -Clear, concise and direct expression of ideas

• Crafting short, simple sentences to increase readability

• Choosing familiar words that make your meaning clear

• Getting rid of the waffle that bores readers 

• Putting action in your verbs for direct, concise writing

• The one-idea paragraph

• Activity – Table Group Exercises  

Module 3: Plan first, write later

• Clear objectives

• Organization and planning. 

• The benefits of structuring before you start writing

• Using techniques like outline format to sequence and structure your material

• Ensuring your structure supports and delivers what your reader wants

• Breaking the job down into manageable chunks

• Conciseness, Headings, Classifying and Information sequence.

• Selecting information.

• Activity – Planning the outlines – IDAC Method- Routine Request



Course Content
Day 2

Module 4: Easy, efficient, and effective emails

• Emails that speak.

• Two tools of clarity – Lists and tables.

• Subject line etiquette.

• What do you want the reader to do?

Module 5: Business memo

• Functions of a Memo

• Format of a Memo

• Techniques for  An Effective Memo

Module 6: Business letters 

• Understanding the use of Positive Language

• How to change your statements from ordering/ accusing to appealing/neutral statements

• Letter of Adjustment – How to respond to a complaint

• Persuasive Letters/Messages – Indirect Method/OCSSA Method

• Group Activity- Responding to a Complaint – Case Study

• Chunking up and Down

• Left and Right Brain Expression of Ideas using Idea Tree



Delivering Compelling Presentations

2-day In-House Training Program

Introduction

Most business professionals these days are regularly called upon to make presentations to a variety of
audiences, for a variety of reasons. The pressure on them to give a “polished performance” is increasing,
making it even more vital for them to develop their ability to make presentations.

This 2-day, practical, hands-on course will give you everything you need to know about making more effective
presentations and speeches. This will be followed by a 1-day post workshop session where participants will be
required to deliver a complete presentation. Video recordings of each participant making a presentation will be
used. These will be analyzed in relation to style, content, vocal delivery as well as the correct use of body
language.

Who Should Attend

Delivering Compelling Presentations is designed for people who give informal and formal presentations to small

groups as well as for those who address larger audiences. This workshop is also an excellent opportunity for

more seasoned presenters who wish to “tune up” their speaking skills.

Key Objectives

At the end of the course, the course participants should be able to:

• Learn how to project a confident image and win your audience over
• Learn how to organize your content for effective delivery
• Learn tips on how to ensure your audience walks away remembering your key messages
• Learn how to draw the listener into your story and engage your audience
• Learn how to use body language, visual energy and your voice effectively
• Understand how to use different types of visual aids
• Develop confidence in front of an audience
• Understand the effectiveness of verbal and non-verbal communication 
• Develop confidence as a persuasive, assertive and competent leader

Training Methodology 
• With a strong emphasis on WHOLE-BRAIN LEARNING TECHNIQUES, Knowledge EVOLUTION utilizes every

strategy and concept our disposal, to help participants sharpen their tools for creating success with less
effort and more effectiveness.

• The delivery of our training is energetic, hands-on and pragmatic. The design allows delegates to
understand any of the concepts and then apply or practice them. Delegates walk away with tools and
techniques that they can instantly implement in the workplace.

• An interactive method will be used throughout the course comprising lectures, group discussions, video
samples and hands-on exercises on the skills and attributes of making an effective and powerful
presentation. Video recordings of each participant making a presentation through role-plays will be used as
well. Participants will be walked through both the preparation phase right to the actual delivery.



Course Content

Day 1

Module 1: Types of presentation

• Purpose and objective of a presentation 

• Techniques in crafting types of presentations 

• Differentiating the types of presentation 

Module 2: Organisation of a presentation

• Understanding the power of opening

• Making your presentation memorable

• Structuring your presentation for easy retrieving

• Making your presentation go smoothly

• Monroe Motivated Sequence

Module 3: Ingredients of an impressive presentation

• Support materials 

• Rhetorical techniques

• Stories and personal experiences 

Module 4: Deliver with style

• Body language 

• Platform manner 

• Vocal variety 

• Pause with authority

Day 2

Module 5: Delivering the presentation 

• Speaking with energy and conviction

• Using visual energy

• Using body language, gestures and movements effectively

• Understanding openings, transitions, summaries and the call to action

• Using visual aids and PowerPoint effectively

• Individual exercise: Participants will have to give a 4 minutes summary incorporating learning points from 

Module 2-4.

Module 6: Face to face with the audience

• Audience analysis

• Using visual aids

• How to handle difficult audience

• Questions and answers

Class activity: All participants will again present a short speech based on learning principles from   modules 

2-6. They will then conduct a Q & A session. Selected participants will role-play  as difficult audience 

members and observe how presenter handles them and provide feedback. 

Activity
Participants will be required to deliver a complete presentation. Video recordings of each participant making a
presentation will be used. These will be analysed in relation to style, content, vocal delivery as well as the
correct use of body language.



Report Writing Skills

1-Day In-House Training Program

Introduction

This report writing course has been designed specifically to help you build your business report writing skills; it
takes you step by step through the principles and process involved in producing an effective report. This 1 DAY
Course is designed to give participants exposure to the content and format of business reports in English. In
addition, grounding in the techniques of writing as a process will be given together with sufficient writing
practice.

Our workshops are delivered with a strong emphasis on WHOLE-BRAIN LEARNING that is complemented with
an array of HIGH INVOLVEMENT TECHNIQUES that will make learning INTERESTING, EXCITING & ENJOYABLE!
The trainer uses a combination of expert input practice and small group sessions offering the best
opportunities for skills transfer into the workplace. Learning tools include practical writing exercises and on-
going reviews

Course Requirements
Participants should have a foundation in Business English and Grammar.

Who Should Attend
Delivering Compelling Presentations is designed for people who give informal and formal presentations to small
groups as well as for those who address larger audiences. This workshop is also an excellent opportunity for
more seasoned presenters who wish to “tune up” their speaking skills.

Key Objectives
At the end of the course, the course participants should be able to:

• Gather your data and select the relevant information for your audience
• Structure your writing to maintain your readers’ attention
• Select words and phrases that will aid and not confuse the readers
• Edit your draft for maximum impact

Training Methodology
• With a strong emphasis on WHOLE-BRAIN LEARNING TECHNIQUES, Knowledge EVOLUTION utilizes every

strategy and concept our disposal, to help participants sharpen their tools for creating success with less
effort and more effectiveness.

• The delivery of our training is energetic, hands-on and pragmatic. The design allows delegates to understand
any of the concepts and then apply or practice them. Delegates walk away with tools and techniques that
they can instantly implement in the workplace.

• An interactive method will be used throughout the course comprising lectures, group discussions, video
samples and hands-on exercises on the skills and attributes of making an effective and powerful
presentation. Video recordings of each participant making a presentation through role-plays will be used as
well. Participants will be walked through both the preparation phase right to the actual delivery.



Course Content

Module 1: Introduction 
• What’s the purpose of a business, technical or financial report?
• Setting a clear objective to save you time and effort
• Format of a report

Module 2: Designing your structure
• Ensuring your structure supports and delivers what your reader wants
• Breaking the job down into manageable chunks
• Exercise Case Study

Module 3: Writing your report
• The writing process: Main steps in writing a report. 
• Organization and planning. 
• Selecting and organizing material: 
• Conciseness, Headings, Classifying and Information sequence.
• Language used in writing a report
• How to write simple concise and complete sentences  
• How to emphasize certain data

Module 4: Processing information and analysing the data.
• Sort, Analyse, and Interpret Data 
• Exercise Case Study continued

Module 5: Writing findings, conclusions, and recommendations
• Interpreting findings, 
• Linking findings, conclusions, and recommendations.
• Writings recommendations
• Preparing the Final Draft
• Writing a report: Exercise Group Work


