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Precise Business Editing: Confident Vetting, Credible Content, Polished Results

Core skills developed
Decision making & O) Productivity & personal o*e Relationship & stakeholder @ Emotional Intelligence Y Effective
judgement =@ effectiveness =" management (EQ) == communication
Adaptability & learning il Analytical thinking & problem Digital literacy & tool e2e Collaboration and :
s : ==a Lead If & oth
Sk agility solving @ confidence teamwork @ eading seir & others

Benefits

Shaping stronger messages with care and intent

Editing is now a key workplace skill as teams work with shared drafts, . : : I

. , , Participants will enhance their credibility and
fa§ter com.mumcatlon cyc.le.s and a growing us.e of Al.t.ools..Thls course orofessionalism through productive, accurate and
builds the judgement participants need to review writing with care, check effective editing.
that content is relevant and complete and adjust tone so messages land

well. Stakeholders will trust the edited documents more
Participants also learn how to refine meaning when automated tools easily and spend less time checking or reworking them.
oversimplify or distort text and how to give constructive feedback on

colleagues’ drafts. They leave with practical techniques to edit with Your organisation will benefit from accurate, consistent
confidence and support more consistent communication across their documents that support a professional image.

organisation.



Modules

Building an editor’s mindset Editing for tone and reader impact

1 Editing for complete and relevant content 2 Editing for clarity and flow 3
* As'ses.smg current editing skills using core e Editing content to meet the document’s purpose e Strengthening paragraph structure, headings * Analysing tone using audience, purpose
Crlfcerla' ) . ) and readers’ needs and flow a”‘?' te>'<t type ) )
* Using digital writing tools appropriately * |dentifying missing, unnecessary or unclear * Simplifying complex information through clear * Adjusting wording to improve
when editing information to ensure completeness organisation confidence, courtesy and voice
Competency: Identi f¥ current editing strengths Competency: Edit documents to ensure complete, Competency: Edit documents to improve clarity, Competency: Edit tf)n e.to suit th e audience,
and choose appropriate tools to support relevant content aligned with purpose and audience readability and the flow of ideas purpose and organisational voice

effective editing.

Editing for meaning and concise expression 5
e Making decisions about what to cut, keep or
refine
e Checking shortened or Al-edited text to

ensure meaning is preserved

Competency: Edit text to remove unnecessary
content while preserving meaning and intent

Outcomes

* Increase accuracy and consistency of documents by editing language, layout and formatting.

* Improve documents' understanding and readability by editing for clarity, conciseness and logical structure

* Enhance reader engagement by adjusting the tone and aligning messages with the organisation's voice.



