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Writing Skills for English 2
nd

 Language

Aim 

To supply the learners with the necessary knowledge and confidence, enabling them to 
conduct professional e-mail and letter writing including minute taking. This workshop is 

geared towards English Second Language users and does address basic grammar and 
common errors.   

About this Course... 

Who Should Attend this Course? 

This course will benefit all staff whose job involves compiling business texts and emails, 
focussing on English 2nd Language Speakers 

Outcome 

The learners will have the knowledge to deliver a professional and well-presented business 
letter and e-mail and will be able to transcribe minutes accordingly. 

The unit standards above are an indication of the content of the workshop.  Our workshop theories are designed to include the 
outcomes recommended by SAQA US IDs.   

SAQA US ID NQF LEVEL CREDITS US TITLE 

115792  5 5 Access, process, adapt 

Is geared towards English Second Language 
users and does address basic grammar and 

common errors 

Duration: 2-Days 
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Content 
 

How do I Improve my English?  Why is it so important? 

 Free resources and practical 

suggestions 

 

Basic English Building Blocks   The basics from nouns and verbs to 

direct and indirect speech 

 

Common Grammatical Errors to Avoid  A comprehensive list of grammatical 

and spelling errors 

 Mistakes we commonly make with the 

DREADED apostrophe! 

 Pairs of words often confused  

 

Emphasis – How and Why  What makes for better business 

writing? 

 Being coherent in your approach 

 What constitutes a good letter or 

email? 

 

The Six C‘s of Business Letter Writing  Clear, concise, correct, courteous, 

convincing, and complete 

 The basics explained 

 Email specifics 

 Email etiquette 

 

Business Letter Writing Checklist  A comprehensive check and editing list 

 Editing and proof reading 

 

Opening and Closing Letter formats  Avoid a confusing close 

 Providing templates 

 

Conversational Style Techniques  Getting the right tone and keeping to 

the point, using plain English, avoiding 

unnecessary jargon 

 

Sentence Construction  Getting the sentence structure right 

 Watch your average sentence length 

 

Getting the Navigation Right  For longer letters… 

 Using headings 

 

The Language of Minute Taking  Getting the tenses right 

 Action minutes template 
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Experienced Facilitators 

Staff Training  

Why Choose Staff Training? 
 

Our facilitators are experienced and well-versed in obtaining the desired outcomes for our 

workshops. We use a variety of presentation methods and are extremely capable of adapting 

to the needs of the room (group) on the day. 
 

On-Going Learning 
 

Staff Training provide a number of SETA and SACE assessment options, as well as our Online 

Skills Check and Afterburner options (expanded on below). 
 

Immediately Implementable 
 

Our workshops are highly interactive and practical allowing for easy implementation of 

theory in the working context. This is of paramount importance to us and our facilitators 

work hard to assist the learners with this translation of theory to practice. 

 

Adaptable Training 
 

It will always remain at the trainer‘s discretion to include or exclude small parts of a module 

that they find more applicable to the needs of the group. That said, our trainers are always 

clear on their mandate prior to the training. 
 

Appropriate Setting 
 

Training is always most effective in a room where it is quiet and uninterrupted and there is 

space for groups to move around or break away during group discussions. Should the 

workshop be hosted at your premises, we request that the delegates are fully present and do 

not get called out to see to daily matters as this is disruptive for the remainder of the group. 
 

Individualised Preparation 
 

In some instances there may be pre-workshop preparations necessary by the delegates, but 

this will be communicated in good time. 
 

Thinking Ahead 
 

Staff Training offer a follow-up service to the client where we keep contact with the 

delegates, encouraging them to explore areas of self-improvement identified during the 

workshop or as a result of their internal Skills Check evaluations. The easy process we walk 

them through culminates in a report that can be forwarded to their line managers through 

our portal and your HR department. Our clients find this service invaluable. The companies 

who use it report a higher level of accountability amongst their staff and more visible and 

sustained behaviour change.  
 

Our Afterburner is a post-workshop, online add-on with three additional topics of learning, 

two quizzes and a myriad of videos applicable to the relevant course content. 
 

There are additional charges for these services. 
 

Highly Customisable 
 

Should you wish for Staff Training to customise your workshop we humbly request wherever 

possible at least four working weeks‘ notice prior to presentation. 
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