WRITING SKILLS
Having good writing skills can be useful at all times. Some could naturally have good writing skills, while some may lack these skills. However, everyone can gain quality writing skills if they try. Here are some useful tips to improve your writing skills-

1)  Write – Write something each day. If you don’t practice you won’t gain anything. But if you are wondering what to write? You can write about an incident that happened to you or about anything interesting that caught your eye while you are walking on the street.

2) Target your writing- It is essential to have a clear idea who your reader is. You should know why he or she is going to be reading your piece, where and when they will be reading it and what they will want to get out of it. This will allow you to decide the aim for the article. You should focus all decisions on content, structure, style and presentation on meeting this aim.

3)  Outline- Once you have decided the aim you are ready to prepare an outline. This allows you to start to organize the information in an article into a coherent structure. If you start writing without an outline you are in danger of producing a disorganized, chaotic mess that confuses your reader and fails to make the desired connections in his or her mind.

4)  Write section wise – Once you have prepared your outline its time to start writing(. Once you have finished a section review it. As you review it check that what you have written meets the aim you set and gives the reader the information they want.

5)  Use short sentences - People prefer information to be presented in short sentences with little or no jargon. Don’t use long words and complex sentences as this shows that you are not able to communicate ideas clearly. If you need to use technical language that may not be understood include a glossary.

6) Persuasion Writing- Certain types of writing involve doing your most to persuade the reader to accept your recommendations. The following process can be very effective in such situations to persuade-

a) A clear statement of the reader’s problem.

b) A clear statement of the consequences for the reader of not solving the problem.

c)  A clear statement of your proposed solution to the problem.

d) A clear statement of the benefits to the reader of solving the problem.

e) A clear request for a specific action.

6) Use new fonts while typing your report. ‘Georgia’ and ‘Verdana’ fonts in Microsoft Word appear easier to read than older fonts like ‘Times’ and ‘Arial’.

7) Here are some books which can help you in business writing-
	Sr. No
	Topic
	Author

	1
	Business Writing. A Complete guide to developing an effective business writing style
	Andrea B. Geffner

	2
	How to create high impact business reports
	Joyce Kupsh

	3
	Successful Business Writing. How to write effective letters, proposals, resumes speeches.
	Lassor A. Blumenthal.

	4
	Write to the top- Working for Corporate Success
	Deborah Dumaine


