
UCLA EXTENSION COURSES WRITING A BUSINESS

About this course: This workshop focuses on clear writing techniques with an emphasis on business applications. Topics
include strategies for getting started; .

Transferable for UC credit. Practice exercises include editing and writing letters, memos, reports, email
messages, summaries, resumes, and cover letters. The instructor demonstrates tools and techniques and assists
in group exercises and role-playing. Participants learn specific strategies for dealing with such behaviors as
verbal attacks and put-downs, complaining, thoughtlessness, manipulation, attention-seeking, excessive
talking, withdrawal, rule-breaking, excuses, and feigned helplessness. In this course, learn techniques for
clarifying purpose, understanding readers, and organizing ideas. Through in-class writing exercises, you
practice proven strategies for overcoming writer's block and creating concise, appropriate, and grammatically
correct work. With these skills, you can build a solid first draft of your business plan. Participants learn to
assess and understand their individual styles and behaviors, then analyze how these attributes can be harnessed
in a leadership role. They learn to recognize and counter the tactics of their counterparts, while pursuing their
agendas and requirements more effectively and smoothly. Topics include a thorough review of the parts of
speech, basic grammar concepts, word usage, and spelling. In addition, you look at building and planning an
efficient business infrastructure systems, technology, third-party software ; small business finance, cash flow,
debt, and financing alternatives; transitioning from personal guarantees and credit lines to a self-financing
business model; effectively planning, hiring, and training staff with high potential; the legal aspects of
organizing and managing a small business; negotiating skills; and setting day-to-day priorities with the
business plan in mind. Participants learn how to define a business model and strategy that equips their
company to thrive, even in intensely competitive industries. Participants assess their own conflict management
styles and practice effective communication and listening techniques, trust building, and constructive framing
of issues to assist in resolution. Practice strategies to overcome writer's block Create concise, appropriate, and
grammatically correct work Practice editing and writing letters, memos, reports, email messages, summaries,
resumes, and cover letters Learn vocabulary development, using correct grammar and punctuation, techniques
for reducing writing time, and proofreading About this course: Communication, whatever method used, needs
to inform. Fall Schedule. Additionally, you learn vocabulary development, correct grammar and punctuation,
techniques for reducing writing time, and proofreading. Employing simulation techniques and a disciplined
process for developing a business that includes planning, research, testing of viability, problem solving,
decision making, and operation, students work individually and in teams, gaining an understanding and
appreciation for cooperation, common goal setting, negotiating, and the execution required of any business
organization. Certificate Quick Links. Instruction addresses the total communication processâ€”the thoughts,
feelings, and skills that are essential for active listening and straight talking. This course begins with a
comprehensive "situation analysis" of your or your employer's small business or case study, if more
applicable. For many employees, this may be the most effective way to boost performance, harness
competitive energy, or defuse problems. Basic punctuation also is covered. The seminar also examines
powerful methods for motivating employees. Participants leave this interactive workshop with a set of skills
they can apply to all aspects of their work lives. In the business environment, writing clear, concise,
comprehensible copy is critical to success.


