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Writing with IMPACT

Write simply, concisely and influentially.
Designed and coached by leading Australian journalists.

1-day Skills Workshop or 7-hour Online Course

Int r o d u c ti o n
We all write emails. We write documents, blog posts, reports, essays, proposals,
business cases, job applications, advertisements, status updates, books,
stories, articles, and letters.
We write for various reasons - to inform, instruct, entertain, critique, convince or
to keep in touch.
Whatever the reason, keep it simple. Make every word earn its place.
Objectives
You will learn how to:
> Write clearly and concisely
> Tailor a message that captures your reader
> Structure your writing to be more influential
> Avoid common mistakes that erode your credibility

Who should participate?
This course is relevant to all professionals relying on written communication.
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The impact of poor writing

As readers
•
•
•
•
		

we don’t have time to search through documents to understand them.
we become impatient with poor grammar and spelling.
we ignore confusing writing containing jargon, buzzwords, and long sentences.
we delete or avoid rambling emails and long-winded reports because they’re
frustrating.

We have more important things to do than trying to understand someone’s poor writing.
So, if the message isn’t clear, people won't read it and we won't achieve our objective.

Course Outline
> Case study and role play –
delegates prepare / edit a meeting report which is evaluated by our editor.
> IN4 Writing Model –
Interest, Infrastructure, Influence, Integrity – the key elements of formal
business writing.
> 1-1 coaching with our editor.
> Writing essentials –
guidelines and exercises to instill effective writing practices.
> Writing principles, redundant words, simple words, superfluous words, the
right words, meaningless words, importance of correct spelling and grammar.
> Ambiguous words competition –
the exercise demonstrates how the use of ambiguous words and buzzwords
undermines the credibility of the writer.
> Peer review –
delegates edit each other’s work applying the IN4 model and writing principles.
> Case study –
structuring a business document: capturing the reader’s attention, clearly
explaining the business rationale, financial implications, cost-benefit analysis,
features and benefits, call to action.
> Appealing to different styles –
delegates learn to be more aware of the tone presented by their natural writing
style, and how that tone may be received. Delegates work in teams to prepare
an email appealing to all styles.
> Wrap-up and review of delegates’ expectations.

Fac ilitato r
Bern Jones
Managing Director,
IMPACT Corporate Training
Bern has trained over 10,000 people around the world in sales, stakeholder engagement,
influence, leadership and service. These people are senior managers, project leaders,
sales heads, technologists, operations managers, product developers, relationship
managers, sales consultants and service officers. He has delivered training to major
financial institutions such as Bank of Queensland, Standard Chartered, HSBC, JP Morgan,
AXA, ABN AMRO, VISA, Westpac, ANZ, DBS and RBS. In the multinational sector he
has trained groups from Microsoft, J&J, Shell, Reuters, Honeywell, Phillips and British
Telecom.
Bern brings international expertise to the training to create a positive and practical learning
event. He is a culturally aware, insightful trainer able to connect with people at all levels.

TESTIMONIALS

“The course showed me how
to get to the point quickly,
succinctly, and with impact.
I highly recommend it.”

“100% of the attendees
at Energex said they’d
recommend this course
to their colleagues.”

Dave Lockley
PMI Member,
Change Assurance Manager, QSuper Group

Tony Paglia
PMI Member,
Project Manager, Energex

Th e C oac h es
Scott Dixon
Scott is one of Australia’s most senior and
versatile journalists. He’s been a Senior Media
Adviser and Speechwriter to state ministers
including the Premier, the Treasurer and
Attorney-General.
Scott has also worked in senior newspaper roles
including News Editor and Chief Sub-Editor
of the Sunday Mail, one of Australia’s largest
selling news outlets. He specialised in mentoring
journalists young and old to become better
writers.
He’s tutored journalism at Queensland
University of Technology and the University
of Queensland and has been engaged by
major Australian organisations as a corporate
communications consultant.
Kim Sweetman
Kim is one of Australia’s most experienced
professional writers, with almost three decades
in newspapers and communications.

Clien ts

She has worked as a senior editor, columnist,
political analyst and features writer across
the country’s biggest newspapers. Kim has
extensive experience in teaching professionals
the art of better writing.
Kim has 30 years’ experience as a professional
writer, senior editor, columnist and political
commentator.
She’s an expert in short, sharp, structured
writing as well as the language of longer form
and specialist documents.
She has trained, coached and retrained dozens
of senior newspaper editors and has extensive
leadership experience, including acting as editor
of two major metro newspapers.
Rory Gibson
Rory is one of Australia’s foremost writers and
editors. A highly experienced News Ltd editor,
chief-sub-editor and reporter, Rory also enjoys
a strong public profile with a weekly column
in Queensland’s Sunday Mail and other regular
feature writing.

IMPACT has conducted this training for HSBC, Standard Chartered Bank,
QSuper, Energex, CPT Global and LG Super.
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