11 —13 April 2012

Protea Hotel Sea Point Cape Town
24 — 26 April 2012

Protea Hotel, Beach Front Durban

2 — 4 May 2012
NQF: LEVEL 4/CREDITS 10

All Registered Delegates Receive a FREE Laptop or Blackberry

Learners will be required to complete a portfolio of evidence as part of the assessment process. If found competent they will
receive a certificate of competence.
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SAQA US ID UNIT STANDARD TITLE CREDITS NQF Level

119472 Accommodate audience and context needs I 5 03
n oral/signed communication

SAQA US ID UNIT STANDARD TITLE CREDITS NQF Level
119465 Write texts for a range of communicative contexts 5 03

ou would think that in this fast-paced, high-tech age that the need for effective business writing skills would diminish - in truth,
you couldn't be more wrong!

With communication flowing at such a rapid rate, the need for power-packed writing is at an all time high. It is estimated that any
letter, memo, email or report only has 30 seconds at best to grab attention and be read and understood! .

So, your writing needs to be concise, accurate and compelling, you need to get to the point as quickly as you can, support your
reasoning before you lose your reader and get lost in File 13.

And if you recognise that better business writing skills are vital to your career then this training course is for you! But you are wor-
ried that this is going to be 3 days of boring lectures. Don't worry - unlike the other 10 000 business writing courses available, we
have gone out of our way to design a programme that is engaging, interactive but above all else practical!

LEARN MORE ABOUT
Reports, specifications, Proposals, Correspondence, Agendas, Submissions, minutes, Technical Reports,
Business plans, Presentation Skills etc.

Admin Personnel
. Supply Chain

o Human Resource

. Projects Officers R 8 4 9 9
. PR Officers

. Finance Personnel

° Technical Staff

Excl. VAT

¢ Middle managers Course registration will be at 07h30 on the first day with the course starting at 08h00 on

. Supervisors all 3 days. There will be breaks for mid-morning refreshments at 10H30, Networking
lunch at 12H00 and mid-afternoon refreshments at 15H00. The course will finish at
o Team Leaders 16H30 on day 1 & 2 & at 15H00 on day 3.



Day One

Day Two

Communication

A A communication model

A Barriers to communication

A Verbal, non verbal and written communication

Defining and understanding your audience.

Writing Skill

A The writing process

A Summarising

A Edit draft

Business English
Business English defined
Precision

Simplicity

Clarity

Language (grammar)

T E

Tone

Logic

A Lateral thinking
A Linear thinking

A Common pitfalls
A Solving problems
Layout

A General guidelines
A Specific guidelines
A Report templates
A Finishing touches
Reports

Types

Audience consideration
Assumptions
Purpose

Style
Generalisations

o Do Do Do Do Po P>

Research
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alyzing the use of advanced forms and reports

Design a form with all the necessary controls for ease of use in an end

user environment

Controls include but are not limited to text box, label, combo
boxes, and image controls, difference between bound control
and other, using queries and tables as the basis for input, types
of bound controls.

Creating processes and creating queries and use of join types

and subform types

Writing for Public Relations

Effective report and submission writing
Writing support materials

Speech writing

Writing for corporate identity

Financial communications and report writing

Systematic preparation/planning

considering the purpose
considering the readers

considering the context

Logical structure

structuring for logical flow
organising ideas
balance and emphasis

planning the content

Guiding the reader

constructing titles, headings and subheadings
producing effective lists

using visual aids and examples

Language choice

using plain English
being clear and concise
writing accurately

avoiding the passive voice

Finishing techniques

professional presentation
using a consistent format, style, layout

writing an executive summary

Practical Sessions

Writing submissions
Writing specifications

Writing business plans

Tel: 011 024 6538 Fax: 086 573 4430

Email: info@renaissancecorg.com

Website: www.renaissancecorg.com




o Collecting information. Assessing relevance, audi-
ence, fact and opinion Distinguishing fact from opin-
ion. Propositions and evidence. Terms of reference

° Using graphs and statistics Interpreting graphs.
Transferring information from text to diagram. Ref-
erencing illustrations and representing numbers.

. Writing about graphs and numbers. Amount, differ-
ence, quantity and graph description. Making a
graph. Writing about a graph.

° Selecting and organizing material. Conciseness,
Ordering, headings, classifying. Writing notes, infor-
mation sequence

° Presenting findings. Organization, style. Ordering
and reclassifying. Personal and impersonal styles.
Selecting information.

o Presenting findings continued Continuity and refer-
ence. Paragraphing. Reported speech. Reporting
information.

o Concluding and recommending. Linking findings,

conclusions and recommendations. Interpreting
Writings recommendations

o Concluding and recommending continued. Degree,
probability and recommendation. Matching recom-
mendations with conclusion. Writing conclusion.

Writing proposals
Writing specifications
Writing business plans
Minutes Taking
Writing submissions

What It Looks Like: The Anatomy of a Successful Presen-
tation

This program begins with an examination of the parts of suc-
cessful presentations: powerful introductions, effective transi-
tions, and captivating conclusions. Participants will dive in
"head first" with a short practice presentation illustrating princi-
ples discussed.

Let Me Tell You: Understanding Audience Differences

Using Business Training Works' signature diagnostic tool, The
Communication Jungle, participants will identify their own pres-
entation styles and those of different types of audience mem-
bers in order to adjust for better communication.

Highs and Lows: Adding Vocal Variety

In this unit, participants will explore several techniques for add-

top Shaking in Your Shoes: How to Overcome the Fear of
ublic Speaking

ear is why many people do not enjoy public speaking. This
component looks at the reasons for fear and techniques to
overcome it. Participants will receive a checklist for projecting
Ithe best possible image, and they will learn how to eliminate
such distracting speech habits as "um," "ah," and "you know."

Tickling Their Funny Bone: How and When to Use Humor

umor used well can make a presentation come alive. Humor
hat isn't funny, on the other hand, can destroy a message.
This portion of the program explains when and how to inject
humor into presentations.

now-It-Alls, Talkers, and Bullies: Managing Hecklers

It is sometimes said that "there is one in every group." A diffi-
ult person makes the presenter's job a challenge at best.
earning how to manage those audience members who don't

want to be there is an essential skill of top speakers. This seg-

ment explores handling difficult people and challenging situa-

ons
Llipcharts, PowerPoint, and Slides: Effective Visual Aids

Choosing and using visual aids is an integral part of many
presentations. This lesson reviews available options and cov-
ers the benefits and drawbacks of each.

IPeople Who Can, Do: Preparation and Practice

The program culminates with participants making various kinds
of presentations: explanatory, informative, persuasive. Each
participant will be videotaped for review and critique

Course registration will be at 08h00 on the first
day with the course starting at 08h30 on all three
days. There will be breaks for mid-morning re-
freshments at 10H30, Networking lunch at 13H00

and mid-afternoon refreshments at 15H00. The
course will finish at 16H30 on the first two days &
at 13H00 on the Third day

\RI ENAISSANCE

CONEERENCE ORGANISERS.
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ing|vocal and visual variety to their presentations. Goodbff€,
mohotgne. Hello, dynamic speaker.




Professional Business Writing & Presentation Skills Re . ].Stratlon FOIm

R 8 4 9 9 Fax Completed & Signed Registration form to 086 573 4430

JHB 11-13 April 2012 [ | CPT 24-26 April 2012 [ |DBN 2-4 May 2012 [

Fees include refreshment, lunch & comprehensive documentation only. Fees do not include accommoda-
Excl. VAT . . X
tion & transport. For accommodation contact the venue directly

Your Details

(@] o =1 0T i ) o U AU f_\'
SRENAISSANCE

. ERENCE ORGANISERS.
PRYSICAI AQAIESS. ...ttt e s e s ene e e snee s s srnee s huneesninees s J

CityéééeéeéeéeeeééeeeeéeéeeéPost coddeéeecéé

Cancellation Policy
T e | o e e . . .
1 4= 11 RO Please..note that all speakers and topics were

confirmed at the time of going to press. However,

- circumstances beyond the control of Renaissance
AUthOI’ISIng manager..............................................................................................-...........may..r.]ecessitate substitutions, alterations or can-
cellations of the speakers and or topics and /or

event. The organiser reserves the right to alter,

Authorising manager signature add or subtract from the content and to change
L, the speakers or topics if required. Any substitu-
eeeeeeeceeceeeeceeceeeeeeeece. tions or alterations will be updated on our website

I . . . . in real time and on the final brochure in the con-
By signing & returning this form you are accepting our cancellation Palig¥nce file. Delegate substitution is welcome.
However, Renaissance must be advised of the
substitution forty-eight (48) hours prior to the
event.

Attention I nvoice to (NAMES) .

Invoice Details

E A 0 | tot ettt e oot e oo oo et e e e oottt et et e eet e et e seeseeeeeseeeen s L RENAISSANCE  receiving the signed registration
form, will be subject to a 25% administration fee.

Thereafter the delegate/booking organisation

T e | et ey F > D 4 accepts full ||ab|||ty for the total registration
—‘ amount due. Cancellations received in writing no
Nominated Delegates SPnnt name in BOLD lettersg later than seven (7) working days prior to the
conference will entitle delegates to receive a full

credit to be used at another Renaissance event
valid for up to 12 calendar months from the date
*of iissuance, should payment have been made for
the event. Failure to cancel in writing and on time

t will*result in a forfeiture of the full amount paid.
Tel : cel | : In the event that Renaissance cancels an event,

e e e e { ‘defegate’ payments at the date of cancellation will

be credited to a future alternative or similar event

2. M S ] M S L VIl i e e Yo e sarhe 'Rand value (dlient to select). This
credit will be valid for up to 12 calendar months

event. This credit will be valid for 12 months from
T el @ . Cel |l @ ] the date of issuance. No refunds will be available

Renaissance is not responsible for any loss or
rdamage as a result of a substitution, alteration,
| - cancellation, or postponement of an event. Ren-

Toorrrmrrrmmmmmsmsemesssanennns " gissanice "shiall assume no liability whatsoever if
this event is altered, rescheduled, postponed or
*tahcelled due'to' a unexpected: event, unforeseen
occurrence or any other event that renders pres-

Tel I Cel | 1 i ble. Bxamples of unforeseen occurrences shal
include, but shall not be limited to: an act of God,
N L eSS | Istitutional regulation, ban, suspension or re-
striction, war or apparent act of war, terrorism or

Choose your preferred corporate gift. Mark an (X) on apparent act of terrorism, disaster, civil disorder,

disturbance or riots leading to or resulting in the
(L) Laptop or (B) Blackberry. disruption or curtailment of basic services such as

gateS transportation and or any other emergency. Ren-
aissance does not have to prove that it used its

e dele

Book 50 o d'ﬁ,co\“‘t best endeavours to avoid rescheduling, cancelling
a 10%e or altering an event for the client to hold Renais-

sance harmless from all costs, damages and

expenses which are incurred by the client.
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