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West Civilian Personnel Operations Center (WCPOC)

Human Resource Development Division

The WCPOC plans to host a course on Business Writing Basics for Professionals at Fort Huachuca on 10 May 2004. This course will be conducted by a professional trainer from Skillpath Training, Inc.     
BUSINESS WRITING BASICS FOR PROFESSIONALS

Course Description:  
Effective business writing persuades, informs and motivates readers. It earns the respect and credibility needed for career advancement and to build strong relationships with co-workers and colleagues. Many business people however, lack confidence with writing and find it difficult even to get started on a writing project. The longer they are 'blocked' the more they put off the project, and soon there's not enough time to produce a professional-looking, well written document. This course will cover:

· Mind mapping techniques to get ideas on paper quickly and overcome writer's block

· Sure-fire methods for building an instant rapport with readers

· How to recognize and eliminate common business writing mistakes that can make writing look sloppy and unprofessional 

· How to weed out the jargon, cliches and excess verbiage that can muddle the message

· Professional editing and proofreading techniques that can help to produce error-free documents every time

· Writing for special situations such as delivering bad news, writing for a technical readership and writing in collaboration with others 

When:
10 May 2004

Where:
QTC – Quality Training Center  

Building 22420, class room  #4

Fort Huachuca, AZ

Time:         Starting time:  0800 hours

Ending time:   1500 hours

Who Should Attend:   

This course is targeted for employees working at the West CPOC. The course will be available to other interested individuals only on a space-available basis. 

For additional information: 

Please contact Sammy Arciniega at the West CPOC, COMM (520) 533-8304 or DSN 821-8304.  E-mail at: florencio.arciniega@cpocwcp.hua.army.mil 

