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Universe of Learning Ltd, United Kingdom, 2010. Paperback. Book Condition: New. 234 x 193 mm. Language:
English . Brand New Book. Report Writing Skills Training Course How to write a report and executive summary,
and plan, design and present your report. An easy format for writing business reports. Lots of exercises and free
downloadable workbook from This book makes report writing a step by step process for you to follow every
time you have a report to write. Margaret s understanding of how people read and remember gives a unique
view of the process of report writing. This book brings you her tried and tested training techniques to make
planning, writing and presenting a report straight forward. It s all about the reader. How to set objectives using
8 simple questions. Exercises to help you enhance your skills. Easy to follow flow chart giving a step by step
method for writing the report. Fun to use planning tools. Free downloadable workbook available from What is
an executive summary and how to write one. Types of reports and how to structure them. How to layout the
report. Help people remember what they read. About the author - Dr Margaret Greenhall As a chemistry
lecturer Margaret helped her students learn study skills, including report writing. She then moved to the
University of Manchester helping other lecturers to implement novel teaching and learning methods. As well as
her PhD in science, Margaret has also been awarded a Masters in Education. In 2003 she started her own
business, training people in a wide range of skills, including improve your memory, speed reading,
mindmapping and report writing. Her background in science brings a logical and simple approach to her
training and writing that gives very easy recipes for you to follow. What do people think...
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