Business Writing

Planning Internal Communications

How would you describe your organisation’s internal communication? Is it something like
‘Overwhelming. Onslaught. Off-the-mark. Top Heavy. Too much information. Too many

channels. If only people just read their emails'?

Those are some of the descriptions of the quality of internal communications not just today but
for the past 20 years. Systemic issues such as the over-reliance and confusion around electronic
channels are now intensified with the new internal engagement and collaboration platforms like

Yammer, Workplace and Teams.

Good communication plans exploit the difference between goals and objectives. They utilise
concise and compelling key messages and create alignment and readiness for change.

Duration
® One-day face-to-face or
m 2x 3.5 hours live virtual training

Audience

This internal communications plan training is
designed for managers and members of teams who
deliver internal communications services within
organisations. This internal communication writing
training will be tailor-designed for teams and
groups of colleagues. The program is tailored to the
level of the participants and the types of internal
communication they write.

Outcomes
Learn how to:

® Appreciate what employees really want to know

®m Understanding the importance of face-to-face
communication

B Evaluate the effectiveness of internal channels

Identify critical success factor of effective internal
communication

Craft effective key messages

Develop a strategy and a plan
Analyse stakeholders and plan actions
Use senior leaders effectively

Evaluate plan outcomes.

Internal communications writing group
training - using your documents

Where relevant, we will use your organisation’s
internal formats, templates and style guide.

We will also use anonymised examples of
participants’ writing in the workshop. With this
material the facilitator:

B Assesses their writing ability

B Gains a thorough understanding of the written
work they prepare

B Extracts examples for use as training material
within the program.

Ask us how we apply this to your organisation.

We deliver our tailored business writing courses
across Australia and abroad.

Request a quote
Please call 1300 655 098 to ask us how we can tailor
a program to your needs.

Alternatively, email us at info@icml.com.au or start a
‘chat’ on our website icml.com.au/.
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Virtual Workshops

We deliver programs in interactive, live online Tailored group training - in-house or through
workshops, accessible from a device anywhere. virtual workshops

Hiahlvi tful | , Ask us how we will tailor this program to your
ighly impactful learning organisation or team. Benefits are that we tailor the:
m Replicating face-to-face workshop experiences

, ® (Content to suit your organisation’s needs.
through conferencing technology.

® Delivery to reflect your procedures, values,
examples and terminology, which encourages
participants to apply their new skills in their roles.

® Using extra features for engagement: polls,
quizzes, chat, electronic whiteboard.

B [earning in multiple shorter bursts — allowing

. . ® Duration to suit the availability of your team
practice between sessions.

members and your budget.

Benefits of virtual workshops

® Attend the training from the comfort of home or
personal workstation.

Request a quote

Please call 1300 655 098 to ask us how we can tailor

a program to your needs.

® No travel time or expenses. . . . .
O travel time or expenses Alternatively, email us at info@icml.com.au.

® Multiple short sessions — less impact on work.
Simple access

® You need: a device with camera and a quiet place.
® No software needed.

® (lick on a link to gain access.

® \Works on any personal device and most corporate
systems.

ICML In-house Program Guide | www.icml.com.au | 1300 655 098


mailto:info%40icml.com.au?subject=Enquiry%20for%20virtual%20workshop%20training

	Introducing ICML
	Team Building
	Skill Shots - Short Presentations
	Management and Leadership�
	Leading and Managing Virtual Teams
	Essential Leadership Skills
	Advanced Leadership Skills 
	Courageous Conversations for Leaders
	Coaching for Performance
	Developing High Performance Teams 
	DIY Team Building 
	Leading Change 
	Managing Performance 
	Recruiting and Selecting 
	HR for Managers
	Communication and Interpersonal Skills
	Communicating with Impact
	Influencing and Negotiating
	Presenting with Confidence
	Presenting Virtually
	Facilitating Workshops
	Courageous Conversations
	Emotional Intelligence - Enhancing Relationships
	Managing Conflict
	Assertiveness Skills
	Speak Up, Be Heard and Feel Confident
	Professional Effectiveness
	Time Management
	Working Productively from Home
	Managing Productive Meetings
	Project Management Techniques
	Professional Networking
	Resilience and Dealing with Change
	Dealing with Anxiety and Stress
	Change Agility
	Mindfulness at Work
	Creative Problem Solving
	Self Leadership
	Business Writing�
	Effective Business Writing
	Report Writing
	Writing Winning Tenders and Proposals
	Writing Persuasive Business Cases
	Email Writing
	Writing Customer Focused Emails and Letters
	Writing Requests for External Funding
	Reporting to Government
	Writing Board Papers
	Writing Executive Summaries
	Writing Minutes of Meetings
	Editing Skills for Leaders
	Advanced Business Writing Programs
	Project Management
	Project Management Essentials 
	Advanced Project Management
	Implementing Project Management
	Managing Risk 
	Project Management Techniques
	Leading Change
	Agile Project Management
	Train the Trainer
	Training Colleagues and Employees in Group Sessions
	On-the-Job Training and Coaching
	Train the Trainer – Facilitating Engaging Sessions 
	Train the Trainer – Advanced Facilitation Skills
	Developing Training Programs and Processes 
	Sales and Customer Service
	Delivering Exceptional Customer Service
	Essential Selling Skills
	Developing Business – Finding New Customers
	Strategic B2B Selling
	Sales Proposals and Presentations
	Building Client Relationships 
	Negotiating Win-Wins
	Commercial Skills for Consultants
	Finance
	Finance and Budgets for Managers
	Finance for Anyone
	HR and Wellbeing
	Wellbeing
	Diversity Awareness
	Psychological Safety for Managers
	Psychological Safety for Employees
	Be Upstanding – Bystander Intervention Training
	Unlocking Unconscious Bias
	Recruiting and Selecting 
	HR for Managers

