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All staff members
who frequently use
email communication

®

Half day
course.

Combine

with business
writing for full
day workshop

Email is one of the most efficient
forms of communication but there
is a skill in keeping them succinct,
to the point and professional. Our
inboxes are inundated and we
often have to sift through poorly
written, long-winded emails which
lack clarity and fail to tell you
what, if any, action is required.

Participants on this email writing
course will learn how to become
master emailers. They will use
practical exercises to learn how to
write emails that are effective and
deliver the message accurately and
concisely.

train

©)

Run at your

offices or in a

virtual classroom

goals

e learn when to email and when to not
email

understand the power and the
pitfalls of this digital medium

plan and write with a clear purpose
and aimed at the reader

write with clarity

compose emails that are concise and
not too wordy

write emotionally intelligent emails

manage expectations and use
appropriate tone

know what to check before hitting
‘send’.
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workshop info

Our facilitator will adapt the content and workshop style to the needs of the group.
The following is a half-day program outline: @

If you would like a full day workshop please contact us to discuss combining this
with some topics from our business writing workshop.

introduction and workshop overview emails and EQ
Participants will review the agenda and will Understanding how emotions impact on the
discuss their email writing training goals. writing and interpreting of emails is critical

to transferring the right meaning. Emotional
Intelligence is therefore an important skill in
email writing and therefore has a central place
in this email writing training course.

choosing to email @

We cannot imagine workplace
communication without email. But it is also
an overused medium. Participants learn

to stop and consider alternatives to email
writing before they start typing one.

email pros and cons @

The group will also discuss the far-reaching
impact of email. For example, how it can

be shared with a wider audience than the
intended recipient. They will also think about
security and confidentiality challenges and
other issues that can arise from poorly
judged emails.

email dos and don’ts @

Finding the right balance in modern day
workplace email writing can be hard, so the
group looks at how to adjust tone according
to the person or people they are writing to.
They will learn to write emotionally
intelligent emails without the voice and body
language to express the tone. don‘ts

writing skills @

We all know how to write, right? The
participants look at how they can write
better, with a clear purpose, a clear structure
and clear of clutter. Participants will learn to
write emails using the simple but powerful
SPIT framework.

actionplan @

Applying what has been discussed in this
course is critical. Throughout this course
on email writing participants will create

personal action plans to put what they have
learnt into action for writing powerful emails. ¢ grab (o | quote

train@traineqg.com.au & 1300 186 442 {a} traineg.com.au
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