uslsdy Luindl (§ Azl BUSII
Winning Business Writing &
Grammar

oo Jee] — dbgaze Fobl juax



401 1 Fdol | rdol |

Course QOverview

Common Grammar Mistakes

Best Practices & Tricks for Business
Writing

Improve Communications

Help your Marketing Efforts, PR, B2B

Proposals, Ad Performance & Overall

Sales

Aclgall (§ Aasladl slasdl

LUSII (3 gasdly Slaloall Syl

Jool il s

OBMadlg ey Lol (3gaudl 59> Buc b
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The Importance of Good Business Writing

Makes a Good Impression A ¢kl ellae]

Increase Brand Legitimacy oy o)) ZM)l B30 B35
Better Biz Dev Juzdl S el pglas
Improved Ad Results Joadl e ] s
49 SIY Bl e Jeladll o o

Jrandb Blaisdl dud gl

More Engaging Email

Higher Customer Retention
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* MLA Style Manual. (Modern Language
Association) academic style; essay writing,

Creating a Style Guide & Voice

scholarly articles, research, and other
related humanities & languages.

» AP Stylebook. (Associated Press) it is used
for journalism, news and media services.

e Chicago Manual of Style. It is very
common, and it’s mostly used by

publishers.

odie Jos] — dbsaze Gohll prax
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[.] * Decide on a Unified Voice & Set of Common
Terminology

\ * Develop your Voice Around your Audience
. - What this audience look like, age, gender, ...etc
. * Terms that Refer to your Business

E e Paid services, premium, pro,...etc

\ * Make sure everybody at your company is on the
same

. * page

. * Determine an Appropriate Tone for your Writing

[.] - Are you looking for something more playful and
casual, or formal, professional

\ o Jas] — dbgame Bsil pax

Creating a Style Guide & Voice (Cont’d)
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e Create a Compelling Hook

* A First Impression is Very
Important

NEsJENE

- A man with a suit & briefcase

@ vs., CV,..

\ * Brevity Can Go a Long Way

. * Keep it Simple
. * Know your Audience

O
N

| hook
§
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Things to Remember Before You Write Anything
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* Internal

 Emails/Memos/Announce
ments

* Business to Business
(B2B)

401 | Fdol |

e Business Development
. e Partnerships/Client Relations/

. Proposals
O
N

Types of Business Writing

PR

B! /ol,Saal /39 ASIYN Sl

i Jesl — dbgaome Gsdl puax
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Types of Business Writing (Cont’d)

Customer
Communications

Email/Newsletter/Social
Media

Potential
Customers/Leads

- Most difficult ones.

Google
Ads/Magazines Ads

odie Jos] — dbsaze Gohll prax
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Subject Verb Agreement (Singular vs. Plural)

If you want to do a background check on a job candidate remember that you
need to get their permission

053] e gl ] zliss bl ST cdadsg) cpodsyall dsl dals e wdind O )5 S 13)

If you want to do a background check on a job candidate remember that you
need to get his or her permission.

If you want to do a background check on multiple job candidates remember that
you need to get their permission.

aogalsl
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[.] * The Internet is changing the face of entrepreneurship
\ around the globe, and this is perhaps no more evident
. than in the United States. Startups now have origins with

founders from all walks of life. And the results of a recent
. study are a testament to that:

Tenses & Voices (Present vs. Past)

e 21.8% of entrepreneurs came from lower-class
\ backgrounds.

. * The average age of entrepreneurs when starting up was
40.

. * The average number of businesses launched was
[.] approximately 2.3%.

\ o Jes] — dbgaze Bsaxll prax
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Tenses & Voices (Cont’d)

* Ad: United Air wanted a better distribution e S
option and needs a quick solution. Juad! Hls- Olpnlal) Buscadl sl

* United Air wants a better distribution option e > dl gledy o) gl

and needs a quick solution. T s 5y T
. ® - . 4-3
* |t was determined by the Board that the report O pudzmall 8 (g0 5131 5 il

was inconclusive. (passive voice) (SEVESNUPEVON) I VO ERR RN UV 5]

 The Board determined that the report was .
: : : : B> ",i: B3l O pdseadl 8
inconclusive. (active voice) > o 8l OF udaall )8
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Tenses & Voices (Cont’d)

* This mistake costs a lot if you aren’t careful. i S5 @ 13) 58 Al a1
* This mistake could cost a lot if you aren’t oS5 o 13) SIS 15 U Lia

careful. s i
5>

* Always be Consistent.
* Avoid Passive Voice Whenever Possible.
e Be Sure to Use Subjunctive Correctly. (o)

odie Jos] — dbsaze Gohll prax



Commas

* Rules Have Changed.

401 |

e Can be a Stylistic Choice.

e The “Read it Out Loud” Method Can Lead
to Serial Commas.

* Never put a Comma Between a Subject & a
Verb. e.g.,
The future, begins today.

- Okay for commercials, but for print ads no.

e Oxford (Serial) Comma: Used After the
Penultimate Item in a List of 3 or More
. ltems, Before “And” or “OR”.

[0] e e.g., Save time, money, & energy!

HCNE

Aclgdll ¢pss ua)

Sl sl 0550 O (S

638 Ol oSy «Jle iguan 1,81y da,b
drolgdll oo dlades )

J2alls Jelal oo do b a3 Y
PRV W-TOMN 75 [ N Y WORp =
pug (sl gall oo Audin) 3)52.uS5]
o ST 913 (e A58 (§ S gidl day

« 9 8151 o € 9» (LB ¢ oliall
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Commas (Cont’d)

22U e diad B3le 9l duawd i) @

* Appositive: Names or Renames the o b Cllasy &5l
Noun they Follow. And Always ) o
Require a Comma. e.g., The CEO of as Sl a3 ) bl Juw e
Biz Dev Corp, Melinda Kennedy, is Bosie (p (SIS Iiden cJlael pglas
a great public speaker. ) X

1 alol e

* E.g., Biz Dev Corp, the premier 7 "
business company, is great for s S8 (p cdlaeYl yghl A58 e o
small businesses that need to A1 8 iall oS ] 4 JesYl
grow. ) )

o das] — dbgaze Gobdl puax
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Articles il 8l

* Definite: “The” the” 9, a0
Indefinite: “A” & “An” A& AN - Copae pl
Articles are not Common in other : . L )
Languages Sy Ll (§ dasla ne Canyasdl Olgol

Generally, Use "An” Before a Vowel L& “A” g daJl C8y> (L3 “An” plasiw! ol dole
& “A” Before a Consonant.
_ o OSLl Lo,
e Rule is Based on Pronunciation, Not

Spelling Y el ¢l ] itud e all
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Articles (Contd)

 \Vowels: a, e, i, 0, U
e Consonants: The Rest of Letters

* An honest lawyer
e A user (yoo-zer)

odie Jos] — dbsaze Gohll prax
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“Fewer” vs. “Less”

“Fewer Applies to Tangible,
Countable Objects

e.g., There are six fewer people in
the morning meeting than yesterday.

“Less” Applies to Intangibles that
Can’t be Counted

e.g., John has been working at
Google for less than two years.

)| cdwgaloll sbeaNl e gudais Fewer o
JadJ

dumluall dadadl (3 pobeal diw s 1Jle

ool (pa JB1

19 dwgalall e sbadl de 3uany Less
aae (e Y

oeels s U Bued Uz s> (3 092 Jor s
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“Who” vs. “Whom”

Who" Refers to the Subject of a Jell J) i3 Who o

Sentence

“Whom” Refers to the Object Jgrell d] 445 Whom
e.g., Laura reprimanded Gary. Sl cug byl 1l
Whom did Laura reprimand? Thol dizug sl oo
Who reprimanded Gary? TSl Fog sl oy
Who Did the Action & Who had the by s (S cyas sly= Yl s Jad Ul o @

Action Done to Them.

i Jesl — dbgaome Gsdl puax
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Capitalization 881 (a9,

e Capitalize First Word & Proper Nouns as: auly izl cp0 Y1 AKN 3 By gl e

People Names, Places, Business Names e ¢ SL ¢ ool slon] 1 o (ol
e e.g., | visited YouTube office two days ago. Al
* A Person’s Title: Mr., Mrs., Dr. g JB Ogig @) il

,J}'S.) CSW‘ cw\ °
S | (Gi5e e
ol Cub] zo 1l
 Titles: Documents, Articles, Blog Posts, (OBl (A9l (o Eall ¢ 356yl polic @

* e.g., Dear Mr. Smith,
e.g., Best regards,

e Email Subject Lines, Press Releases Ul 39,0V )l sy Eou> 90
* e.g., Machine Learning is Creating New duanll
Jobs. Bl Laillsg ey dolaiall YV Jlk

o Jas] — dbgame Bsil pax
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(Cont’d) Capitalization

Pronoun | is Capital

PPN ]
e.g., He asked me where | had e T
bought my jacket. 8l ol opl o (sl :dlwg

2\» o .o . Lflj " : LiA
e.g., Have you ever attended the 255 0350 ygam N G Jo 1

Poultry Breeding Conference? S o=lgl
Acronyms: PBS TV, BBC, KSA (PBS TV, BBC, KSA) whlarzl
o 5629 el sla]
Days, Months are Capital 053 oIl 1 ks g &l B - s

e.g., She is going to fly to Dallas on i 1 ol
the 1st Saturday of September. iolg el el

Events Names are Capital

Countries, Languages, and
Nationality

o Jas] — dbgame Bsil pax
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Pronouns: he, she, it

Articles: a, an, the

Conjunctions: and, but, or, that,

because, as
Propositions: on, by, under
Four Seasons:

e.g., | love skiing in Winter.
(incorrect)

Don’t Capitalize

B3l i) 25 ¢ 2 o2 2 ilasal

a, an, the :lgaYl

LS cald celld o9l (3809 ¢9 ralanll B9,
Cod (M e cde )l gy
ZPEN IV PIN]

(oo 12) sladl § @il o 1 e
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Quotations <slwlady!

Capitalize First Letter when Integrating a

JoBU1 eledyl wie JoVl Loyl 4SS e

Full, Direct Quote o)y 1B gppantl] (& o3 (21 5! s

e.g., Laura, who works in marketing, said:
“We have a lot of potential for social media
expansion.”

Do not Capitalize a Fragment of a Quote

e.g., Laura, who works in marketing, said
that the company has “a lot of potentials”
when it comes to social media expansion.

i Jasl — dbgase §oall

eV Bl (§ e sild BB (10 Sl

i)l

ey plisuiwl die JoV b y=dl wSS pde
o8I (e

Ledie « DU (o Sy g S,

el Bluws (3 gasb oI Glasy
RWSVESY]
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Quotations <slwlady!

e Punctuation as Period Goes Inside of the . o
Quotation Marks & Question Mark Goes Sladle b5 0555 dlaxdl Gl dlags o

Outside. B 0655 plgaidl &adle g uldYl

Cuedaiw daly > cJB o) Jo 1 Jbe o
e e.g., Did Laura really say, “I quit”?

o Jas] — Absams (33i) ppax
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Apostrophes Wl Juelgall

* Used for Contractions & Possessives.

- Contractions: 2 Words a3 eI Jlas) it
- Combined & Shortened Ol e (yo 9SS
- Wasn’t / Can’t / Couldn’t (Accepted in oSw2) Wasn’t / Can’t / Couldn’t
Business but not in Academics) OS2 Vg Ayl el (§ pgolasail

G a Y1 )yl S pgllorinl

* Contracti Al Creat 1 slé
ontractions Always Create an e Aolé o9 cye s )
Apostrophe you are + you're /

itis -+ it’s

odie Jos] — dbsaze Gohll prax
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Apostrophes Wall Juolgall

(Cont’d)

Possessives: Conveys

Ownership of Something

e.g., This is Sarah’s business Lo £l &S Hlghs] 1 M|
proposal. 5)law Lol JlaeIl 7o ¢ lda s
e.g., The employees worked around Gebd delldljlhe e Ogabgall Jos JL’“"
the clock to meet the boss’ Sl ope el Glaal
revenue goals. G delud! Hlae (e Ogabbeall Jae 1l

e.g., The employees worked around
the clock to meet the bosses’
revenue goals.

i Jesl — dbgaome Gsdl puax
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Apostrophes Wall Juolgall

(Cont’d)

Never Use a Possessive Apostrophe

I/ {4 7 (L 7

for “hers” “ours” “its

e.g., The company is entering it’s last
quarter.

e.g., The company is entering it is last
quarter. e.g., The company is
entering its last quarter. Shorten

Words & Convey Meaning

“hers” L;LAJ L) Ao la)! 130 Pl Y
“Ours” “Its”

A9 0l 3 Sl 55 el s e
f\.:J\ RS

gz Jb gl o gy Ol ais

odie Jos] — dbsaze Gohll prax
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Clauses
A Group of Related Words that
Contains a Subject & Verb S35 & ) I3 LSl (0 i g
“That” vs. “Which” Jadllg Jela)l Je
“That” (Restrictive Clause) — Something a3 13 Lo gt - (St b 2) “That”
that if Removed Would Change the Aol (prn s Bl (o didly]
Meaning of the Sentence g d al Ol ide I Juds ) 1k

uy'ulj\
L loe dexdl oudd That CBd> @3 13)
OlAae S Juds o)

e.g., Any proposals that arrive after
Monday will not be accepted.

Any proposals will not be accepted.

odie Jos] — dbsaze Gohll prax
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Clauses

“Which” (Non-restrictive Clause) —
Something that Can be Removed without Oes ted — (Jude e b &) “Which”

Changing the Meaning of the Sentence dozd| (s s 095 adly]

e.g., | noticed that their office has a lot of o Sl ‘foé-uiﬁ ol cdasy 1Jke

chalkboards, which are rather old. Lod> dldadd (o 3ly col) g
. S ” ‘UJJ o .‘\' w te ),

| noticed that their office has a lot of 0o A ) guiSio O ol

ol %WJ\
chalkboards. e o .
Hladiw) WSle uolass) 1oyle —_— :Jlw

Ao JlST (29 gl iy
lda Hleiilw)! JSle S Lo lasa! 7syle pow
Martinez heard our ROl dropped this guSA)
month.

e.g., Martinez heard our ROl dropped this
month, which is bad news.

odie Jos] — dbsaze Gohll prax
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Professional & B2B Emails: Subject Lines

e Summarize your Topic/Message

(people are busy, no vague subject
line,...)

* Use Terms of Urgency

* (important, must read,...people
may not believe you, but in most
cases, they will open it due to
curiosity)

e Make it Personal

(mention the name of the person
you're sending to or a reference)

:M}“ CULwJ Q\ﬁ,'uJ @5[4@.:

I o

( ¢do |

(Jg22dl ©b (30 Lgish8y g0 g
CLMW C\JLAA') L@J.x}-\

(@Wts&ﬁi

odie Jos] — dbsaze Gohll prax

aogalsl

J-o-c!



401 1 Fdol | rdol |

(7 Tricks) Professional & B2B Emails: Email Body

e Talk about “YOU” (The Reader), mention Jal> S 0,831 ¢(15)la)l) «dien ol

him too much, flatter...especially in the oWl gVl audl 3 dols . dilolxa
first line, people like to hear about e 5 Tgran O O gu
themselves. S (Sl (oladlasl S
* Reference a Mutual Acquaintance b oo /12 dxlg Pouige (o Bl

LagV| o e lad) dcwdIl Aol
e Cover Only One Topic, really very . 2ok ks R S

important especially for Biz Dev
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(Cont’d) Professional & B2B Emails: Email Body

Make it Easy to Digest — Use Bullets &
Lists, bam, bam, bam, this is the thing,

this is what | want

Do a Spell Check Twice

Be Cautions of Sarcasm, lrony or

Humor

Write a Short “P.S” Trick- People will

skip to it

Pl — Lgagd dlguw Al Jax!
92 142 (83510 dy0 ¢3lgallg bolaill
Jbaisb )l b g Moy g0 50)
e G 3803 o

L8l ol dyseudl oy > oS

P Al dlgs (& Jods 9l Ls| Jas

L;‘ L,Jbvb L_Sj.,w U»LJ\ ul.f— (de s S y=>xp
6 rlen Lgis],8

odie Jos] — dbsaze Gohll prax
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Professional & B2B Emails: Sending Tactics

* Send Early Monday Morning or Late Sunday ag, ¢l 33l ol 5SU sVl o]

Night =Yl
* Direct it to Only One Person 138 u>lg yased ) Al dg
too many people in the CC or To 3 bl pe S U1 Al Jl oyl 13)
will make the email less dun] 3T @l )| Jazses TO 91 CC B35
accoun;tjable to | | Lpoliel asess S OY (pasadl oo 3,0
respond as someone else wi : A B
proFlz)any respond S 22 S5 P R O e,LALWJ

o das] — dbgaze Gobdl puax
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Professional & B2B Emails: Sending Tactics (Cont’d)

* Consider the Accidental “Double-Send” Uasdl Golal (5650 Al Jlay] (Sa
as you can send it twice, or another one (S5 Dy Jlay) 9l e Lgdlny] SiSa
as I’'m sorry | forgot to add one more @ 9>19 tod ALo| Cuwd wa) Cawl i
thing. Means that your email will appear e Gillay O oliae diylud! Ayl
twice in the inbox ol by (3 iy
e Follow Up Tactfully (2-3 Days) (pL13-2) dap d3LL dayiall
e if you didn’t hear back send them in this @ &> 850 L] cliSlasd ey bl o 13]

2-3 days, and also you may send a Wlg) Jly) Sy Loy cplil 3-2 Il

follow up again in two or there weeks B 3l (e granl day (5,31 Anylie

odie Jos] — dbsaze Gohll prax
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Email Marketing & Newsletters: Subject Lines

e Create Urgency; Peak their curiosity

- A special discount for one day only. - ] Jgd 5953 Akondl gl

Young people better negotiators find out Sladl haid uslg psd ols ams 1l
here! | ST Gyl ¢ cpuoglaadl Juad]
* Write 10 Subject Lines & Choose the alaxadU 8,65 ASYI Aislg cpglic cciS|
Most Interesting g fizls i cdasludl AL (§ o guS]
- Write them in the night before, and revise elaaad 8] ASYI 0
and choose one of the most interesting to dagall GBI g U2 ol 8 snd ghas
the reader. ozl Ll (3
* Keep them Short or Include the Important 5 Lle e Al gi Az gl 5SS 81T 15
Words First JlecY|

-15 Mind-Blowing Technologies that will

Change Business
o Jas] — A game (B5a) prax

aogalsl
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Email Marketing & Newsletters: Subject Lines (Cont’d)

* Improving your Subject Lines Tips:

* Keep Track of Subject Lines & A/B Test to bl epslie s plas o
>ee A/ B LSl 03 Ll cpolis a5 s
what Works Ju2dY1 d8,00)

* Observe & Study Subjects Lines that e st @l alegsgall Gosly LBl
Compel you to Click, especially from MW‘ o0 duols S5l )l s
Competitors Gl T 1T Coya3 S5 o (201 819y - J e
“The Tool you Never Knew you Needed until oIz gl
Now”

odie Jos] — dbsaze Gohll prax
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Email Marketing & Newsletters: Email Body

* Get to the Point Immediately 8 pilis Faag0ll (§ S0
- Not lots of people read the entire email. AlSL 398V Wl a5 Y Guldl oye S
There are some exceptions. Ol biiwdl pan 2lag
* The First Line of the Email Appears in Mobile Alydl o 93l sl gl Lol S

- So make sure to have important words in the Lage DL 0553 Of s JS! U.va.u
. 1st line. M

' 4
o
N

NEsJENE

40
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Email Marketing & Newsletters: Email Body (Cont’d)

* Limit your Message to a Single Call to
Action

-Use terms such as (subscribe, click to read .
’ od Belya) (850 sl i) e lelS pusiwl -
this article, buy now,...) Ll 83l e2isl) Jie olob e

- ( cQﬁ\jui\ ¢dJaa]

-This is a crystal clear what the customer o b el Z9u55S 7oy oIl a1 -

should do 4 L)l Jron! ul;
=19 Joyy Al ngj_o\ Ble Jad) 0gedi N

Sole pased Jie 81

EMalg cdnas) 91 1z duwwld (155 O iz -

e pasiiuall Casd Balg Hle (3 el 5S)
> 3|

-No more than one call of action in each
email.

e Write Like a Normal Person

- Avoid being too stiff or formal, the LL SYI VQ@\ odd (§ Al A5MeY
successful campaigns these days are more ' T ) | ML,J\

casual Ul Oluhng OlibasYl pasas o

* Include Stats & Case Studies e i) e sedl g SV Wl Jaas IRy -

- This will give the email more legitimacy. " - T J"Sil

o Jas] — dbgaze Boal auax W
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Email Marketing & Newsletters: Email Body (Cont’d)

Focus on Benefits Over Features

- Discounts & coupons are a lot easier to sell through
email, try to focus on the amount of money that the
customer will save, and consider adding a limited
time offer to the email.

Offer Something Else of Value

If your email is promotional; promoting a new
product, or announcing company news, the focus on
the benefits; discuss the value of the product, or the
change inside your company and how this will be
passed on to the customers.

Offer something with a value to the customer as a
free eBook, or even a free trial of the product.

odie Jos] — dbsaze Gohll prax
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Business Proposals

 Tailor it to the Specific Audience

- Proposals are for business project, partnership, a
consulting agreement or a joint venture.

- Why your company is the perfect fit for this position.

- Search well for the company requirements, their
situation, and what they really need.

* Briefly Explain your Business

- Why you are fit for this job, by giving a quick story or
snapshot about your experience, your brand or mention
your integrity.

e Pitch your Proposal

- Highlight the benefits that are important to the client
that the client is facing, and how you’re going to solve it.
Or mention a past client who had a similar problem and
how you helped them.
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(Cont’d) Business Proposals

Convey Attention to Details

- show the company that you have listened
carefully to what have said and what exactly
needed to overcome.

Be as Specific as Possible

- Give numbers for potential earnings, leads or
what your output could be in order to help
them.

Include Examples of Success
Past success, customer testimonials, ...
Finish Strong & Clear

- Make it easy for them, and simple to proceed,

and contact you to discuss the project further.
Provide them with a name and direct line of
communication either by email or phone
number.
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Promote an Event

Announce a New or Major
Management Hire

New Product Launch
CEO Change

Press Releases

ol G_sgjd\

bpdz Byla] s (e oY

dod zuie @)

Shetidll Gyl sl

Shls] 9l Slawsall (3 S48 @S Bads

Huge Sales or Revenue Milestones
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HEADLINE

Sum up your press release’'s
purpose in 18 words or less

—

—
DATELINE

Show writers you're a
professional by using »
correct dateline format

-
QUOTES

Add a human slement with &
supporting statement from
you, your team, fans, etc

CONTACT

Make it casy for writers 1o get
in touch by providing your
contact info and press kit link

S—

Press Releases Sample

YOUR COMPANY LETTERHEAD

Headline
Sub Headline

CITY, Month Day, Year-—Grabber grabber grabber grabber grabber grabber grab
ber grabber grabber grabber grabber grabber grabber grabber grabbar grabber
grabber grabber grabber grabber grabber grabber

Game description game description game description game description game de
scriphon game description game description Game description game description
game descrption game description game deascripltion game description game oe-
scription. Game descrnplion game descnplion game dgescription game doscription
game description game description game description

“Quote quote quote quote quote quote quote gquote gquote Quote quote quote quote
quote gquote quote quote quote ™ sald John Doe "Quote quote QuOte quote QuUOte
quote quote quote quote ™

"Quote guote quote quote quote gquote guote gquote.” sald Jane Doe. "Quote quoto
quote gquote quOte gquote guotes QuoOte ©

More aboul game more aboutl game more about game more about game more
about game more about game. More about game more about game more about
Game More about game More about game more about game

Download Your Game from the App Store

About Your Company
ADOUt yOour company About your company about your cCompany about your compa-

Ny about your company. About your company aboul your company about your com-

pany about your company. Learm more at RIP /A www yourcomapny. com

Pross Contact

Name John Doe
Moble 123 A56 7800
Email john doedyourcompany com

Pross Kit  www.yourcompany com/pross-kit

o Jeel — dbgazo §gaxdl juax

GRABBER

“Grab” your readers
attention with an engaging
firnl sontence

<__J

<
DESCRIPTION

Compel readers 1o read on
with & captivating and unique
game description

CALL TO ACTION

Direct readers where 1o get
YOur game or learm more with
o clickable link

<_J

<
ABOUT

Inciude a company
description and clickable
Iink to your website
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Handling Difficult Communications

Send a Notice to the Company Regarding Sad News

For Bad Press

Consider not Taking Action
Reach out to the Writer

If Choosing to Respond
Send A news Release
Write A blog Post

Write an Editorial Response

Make it Personal, from the CEO

Remain Calm, Composed and Transparent
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(Cont’d)

* Learn to Say No
- To turn down a business proposal.

- To an employee when asking for a
raise or promotion.

e Be Polite, but Firm
* Never Apologise

e Be understanding, but never say
sorry for the decision you’ve made.

401 1 Fdol | rdol |
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Handling Difficult Communications
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. cV @\JU\ ZSM\

[.] e No one CV Fits All
\ * Write it Yourself
. * What to Include/Exclude

- Personal information in 1 to 2 lines.
. e Start with Edu vs. Experience

- Projects & activities have done through the

\ school

. * Focus on Accomplishments rather than Duties
. e Google It/Cover Letter

[.] * Keep Consistent

\ e Show your Strength/Convince
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I
THOMAS E. MEADE

eidic Jeations
wetidentinury
23 and othes

Federal Mediator « Conciliation Specialist

s, 0t intra-agemcy

o Cvil Mghity aeat Hate Crimes
# forums addrezsng wdesereod

3 Molit Anard recigamet foe all yoars of vervicn

cheum
w Frogram (European Uik

Hachelor of Arts (History)

Ust (1990

cV @\JU\ ZSJ;\,“J\

Achievements

Awards:

v Employee of the Month, December 2011
¢ Completion of major project within budget and ahead of schedule, March 2009

Leadership:

v Nominated as Project Manager on mumerous occasions
v Elected Busiess Representitive, Finance & Accounting Ltd.

odie Jos] — dbsaze Gohll prax

John Smith

199 Walnut St, Suite 6
Lockport, NY 14094
19830323 e

885000111 °
john.smith@gmail.com

Profile

Detail-oriented individual with five years of management
expenence fooking to secure an Agile Project Manager position
with ABC Company.

Education

2012 - 2014

University of Cambridge, Cambridge, England
Business Marketing

2010-2012

English school in London

Language Course

Experience

01.2012 - 11.2015

ABC Company

Manager
Responsibiities: coordurated tracer activities: Conducted chent

L

English
EEEER
Vietnamese

Software skills
Word
EEEER

Powerpoint

Personality
Communicative
Punctuslity
Creativity
Ovganized

Screened and trained now employees
04.2009 - 11.2011
XYZ Company
Junior Project Manager
Responsitilities: managing and leading the project team; recruiting project
staff and 5 ing and. 2 detaried project plan

Skills
' Good communication - written and oral skills

 Exceflent conceptusl and analytical skills
v Effective interpersonal skills

Certification
- Certified managers by Institute of Certified professional
managers
- The financial risk manager certification
Hobbies
¢ 4G p
SE0 Technology Tennrs
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International Communication Language Barriers

* Write Extremely Simply

* Avoid Expressions or Slang

* Don’t Use Abbreviations

- RO, JEK, ...

e Research Business Language Barriers

of that Nation

LU dapuo Elyo Jaz
duolsl L1 ol bl Cozed

4J 9|
* Clarify the Meaning of any Specific ” “ ;
Words ahead of Time de goll i Bodme Al (ST (pr0 i 95
- In Japan the word “contract” means Sdxall

something different.
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Sales & Ad Copy

e Research your Competition

- Google your competitors, or similar products and see the terms
they use, and why these words come up first in the search
engine. o
Chadlio (§ Cool

\f" w“ ‘)5 °

e Consider a Differentiator

- Sit down & think about how are you differentiated from other
advertisements.

- How you can stand out from the crowd.

odie Jos] — dbsaze Gohll prax
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Sales & Ad Copy

- Are you the original version of this product.

- Have you been in business longer.

- Are you giving steeper discounts than your competitors.

- Do you offer a full refund.

- Cheap, affordable, or exclusive access.

i Joasl — dbgaze Gobxl ppexr
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Sales & Ad Copy
(Cont’d)

* Include a Compiling Call to Action

-This becomes common in all practices; as buy now,
enrol today, try it free today, sign up here, call us today

- Use action verbs as, get, become, start at the
beginning of your ad.

-Instead of passively let them know what you offer,
it’s actually telling them the next step they need to
take.

* A/B Test Different Copy
- Change the photo or the text.

-Obama campaign on Facebook.
o Jas] — A game (B5a) prax
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Sales & Ad Copy
(Cont’d)

e Ensure all Writing Matches Each

h '
Other Slgid O me il 33155 e aST o
- The ad & the landing page should

be similar, otherwise, people will oy ol
leave. ijbud\ Y dgg)j\ Oyl oy Balaiw)l e

e (Capitalize the First letter of the
Headlines
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Social Media Writing: Facebook

* |[ncorporate Text & Images
* Ask Questions that Engage Discussion

-e.g., what does everybody think of the new
Facebook layout.

- It doesn’t necessarily have to do with
your product.

-Sometimes it is better than asking your
audience what do you think of our product line.
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Social Media Writing: Facebook

e Keep it Short (160 Characters)

- Most of people will won’t click on read more option
on Facebook unless the intro in very extraordinary.

* Tell People What to Do

- Like or comment if they disagree with you

* Share Positive, Inspirations or Interesting TIDBITS
* User Humour

» Offer Something of Value for a “Like”

- Like this and you’ll be entered to win so-and-so

* Post Around:

e -11 a.m. or 9 p.m., or during working hours

odie Jos] — dbsaze Gohll prax
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Social Media Writing: Twitter

* Managing Customer Feedback

- Requires brevity, and people attention.

- Most tweets will now fit 280 characters, up from 140.

e Responding to Tweets

* Engaging Customers

e Search Your Name or a Hashtag (#) with your Name

e Take Advantage of Hashtags
e Test Playful Approaches

- A lot of companies use humor tone,

different than formal business.

odie Jos] — dbsaze Gohll prax
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e Quality First

- SEO requirements are changing, but quality
remains a priority.

e Give Detail Over Brevity

- Contrary to sales & marketing which need
brevity.

* Write Step-by-Step & with Extreme Detail

e Offer Links to Resources or Researches.

401 1 Fdol | rdol |
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Blogging & Article Writing
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Blogging & Article Writing

- The government formed that business needs to use a specific form...include the
link or the form of that resource. Don’t just mention it.

* Provide Substantive Examples

- If you're writing an article about successful Facebook ads campaigns, don’t just
explain that but give a number of examples of that success.

- If you’re writing on graphic designing, give the reader sites & resources for actually
finding one.

aogalsl
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|deas For Blog Posts

 Discuss a Popular Blog or Opinion o
Sh 9l digde a3l

- The best resources or guides on a Lalg,ll Jless]

specific topic. (S alayYl
* How-to Guide " |

\  Top 10 List of Products or Industry

e Completion of Links

ol | rgol |

leliall sl ol a3 (310 el

. * In-Depth Product Review Gom el (ol

. * Interview with Another Influencer at the S5 pasd zo dblde
Industry

\ e Jas] — dbgamo §gbxl puax
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(Cont’d) Ideas For Blog Posts

* Behind-the-Scenes Look at your
Company

- Sales or marketing stories.
* Create & Announce a Contest
* Make a Business Prediction

e Motivational Guide

odie Jos] — dbsaze Gohll prax
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Trademark Symbol Usage

e Use the Small TM to Indicate a
Pending Trademark

* Use the ® for Registered Marks

a.:)l}u doMe Jl BJUL:}U EM\TM f’dﬁifuﬂ\ o
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Acronyms
. Y

[.] * Don’t Assume People Know the Same Acronyms as

\ You
- ROI, CPA, ...

. * Be Cautious When Writing Time (a.m. or p.m.)
. - 4pm or 4:00pm (incorrect), 4 p.m. 4:30 p.m.

E lunch.

\ * Know the Proper Use of i.e. or e.g.
. * i.e. Stands for “ID EST” (that is)

. e e.g. Stands for “Exempli Gratia” (for the sake of
example)

* Follow i.e., or e.g., with a comma

\ o Jas] — dbgame Bsil pax
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* |[nsure vs. Ensure

- Insure only Refers to Insurance

e.g., The car should be insured for $2,500.
- Ensure Means to Guarantee

e.g., The client must ensure that accurate records be
kept.

* Assure is to Assuage Someone’s Doubt or Concern

e.g., Tony assured me that there was a supermarket in
the village.

401 1 Fdol | rdol |
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B Homonyms: Words That Sound The Same (Cont’d)

[.] * Affect vs. Effect

\ - Affect Means to Influence Something A6 e
. e.g., the dampness began to affect my health. Gome e 35 dusb))l ol 1 Jle
. - Effect Indicates the Result of a Cause Olele Ol6 e ZY) daiay 1o
m e.g., The production is relying on working hours effects. e
* They’re = They Are ]
\ Kool o
* There = Location
. * Their = Possessive ;
o °\ P
* You're =You Are =
[.] * Your = Ownership Skl e
\ i Jes] — dbgazo Bohxl puax
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Commonly Misspelled & Misused Business Words

e Suppose vs. Supposed to

NEsJENE

-Suppose = Think / Assume Ol ppAeel
e.g., | suppose | got there about half past eleven. D2AE [ S o = 28
-Supposed to = Requirement Gldbaiall = O (o iae)l e
E e.g., | am supposed to be home by midnight. sl / (33lg3

\ * Acquire/ Aquire
. e Consensus / Census
- Census = U.S. Demographics Measuring SHREIN]
e Equipment (not equiptment) elza)
[.] * Gauge Gage Gouge

samiall LY o)l Jlie = OBl sl
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Commonly Misspelled & Misused Business Words

Harass/Harrass

Independent (Not Independant)
Judgment USA, While Judgement UK

Liaison (Liason)

License (Not Lisense)

Occurrence (Double Consonants)
* Principle vs. Principal
- Principle = Business or Person; Morals

or Goals

- Principal = School; Premier or Head of
an
Institution

odie Jos] — dbsaze Gohll prax
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Next Monday vs. Last May

* Next and Last are often Ambiguous Words.

- It happened last May.

- It happened in May.
\ - The meeting will be on next Monday.

Dates Fix the Issues

odie Jos] — dbsaze Gohll prax

Ol 0585 b Wle 391y JU
daale

o2l gale 3 3 o

FYICNE U RGeS

Jedall il p g2 Floazdl ddaew

0233 L o8 oyl sl

aogalsl

J-o<l
Ui

L ALY A AT Y



* Misspelled Words that are Real Words

401 |

- The bosses are in and argument.

. - The bosses are in an argument.

. - Let’s finish this meeting than get some lunch.
E - Let’s finish this meeting then get some lunch.
\ - Sales are down so team moral is low.

. - Sales are down so team morale is low.

. - It’s important to asses every angle.

[.] - It’s important to assess every angle.

\ o Jas] — dbgame Bsil pax

Mistakes That Spell Checker Won't Catch
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Mistakes That Spell Checker Won't Catch (Cont’d)

* |[ncorrect Pronouns

-Tom is presenting he proposal.
-Tom is presenting his proposal.
e Change in Verb Tense

-She finished her proposal and goes to
get lunch.

-She finished her proposal and went to
get lunch.
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Overused Words

 Repetition Can be Appropriate

* Legal Writing
* Remaining Consistent
* Reinforcing an Idea

- We want to ensure the security of this
deal to ensure the success for both
parties going forward.
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Awesome Writing Grammar Tools

S

e Grammarly: grammarly
e (add-ons & add-ins)

e www.grammarly.com

GMAIL & Email Spell Checkers

e Grammar Girl
www.QuickandDirtyTips.com/Grammar-Girl

aogalsl

J-o-<cl
i Ja] — A gims (333l o i ju
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http://www.grammarly.com/
http://www.quickanddirtytips.com/Grammar-Girl
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Recap

Business Writing Requirements Vary 2y caliss Jlesdl @USQLJJQi %0
Based on Audience o | el de
LT oS3 doylall delgall cpe dodall Sllia

There are Many Steadfast Rules, but Bgyall Cdla LSz

also Some Flexibility G Guie oS
Be Very Consistent g0 S
Be Brief Ae ) W‘ J{ df."ﬁi
Get to the Point Quickly B G dobly by Akl 5l foge w::
Discuss One, Clear Point at a Time dlad Coo o 15 s
Call your Reader to Action G3ully dug=ill el gall fw‘;:’;
PP

Always Run Grammar & Spell Checkers
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Thank You
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