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REPORT WRITING
Precise, informative reporting can have a substantial positive impact upon the running of an organisation, in terms of effective communication. This session will enable you to get important points across to your audience in the most appropriate way.

Aimed at –

This session is suitable for anyone who has to prepare reports as part of their role and wishes to develop or enhance the skills needed to produce meaningful and effective documents.

Objectives –

By the end of the session, you will have further developed your skills in preparing and writing reports.

· You will be able to distinguish between ideas, facts and opinions 

· You will be able to make a clear evaluative statement or recommendation at the end of your report

· You will understand how to plan and organise data under          sub-sections 

· You will be able to use appropriate vocabulary, which will allow you to construct a report that is clear and concise

Learning Outcomes

By attending this course, you will be able to: -

·
Understand the difference between ideas, fact and opinion

·
Collate and organise appropriate data, using a template

·
Understand the need for, and the purpose of, reports

·
Identify common pitfalls in report writing

·
Identify appropriate vocabulary and utilise relevant planning and structuring techniques.

