
WRITTEN COMMUNICATION
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Written communication is widely used in 
business;
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whether communicating via email, written 
articles, presentations, legal documents, copy, 
web content or any other kind of written 
format. 
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It is important to make sure that what you write 
is grammatically correct, in the right format and 
ultimately puts the point across to the reader. 
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Here are some tips on how to make sure that 
you get it right every time...
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First and foremost, whatever you are writing, 
make sure that it is all spelt right & is 
grammatically correct.
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If somebody reads an article or email that has a 
spelling mistake, they may judge the 
authenticity of it, whether that’s consciously or 
subconsciously... 
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...always spell check and proof read written 
content. 
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Identify what format you are writing in and  
build the structure around it. 
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For example, if you are writing an email you 
should make sure that you address the person 
you are writing to and end by saying who you 
are. 
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It is best to keep emails as concise as possible, 
otherwise they might be overlooked. 
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You need to know who you are writing to in order 

to get the style right.
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If it is a casual email, you may start by writing 
‘hi’...

...but if you’re writing to a potential client, you will 
need to be more formal.
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Always bear style in mind when writing and 
always ask who you are writing for, that way, you 
should get the style correct every time. 
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Be clear and concise
 about the content of your written piece.
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Introduce your subject and then get straight to 
the point.

Don’t digress down a different route or you will 
confuse the reader.
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Social media has 
become a significant 
platform for written 
communication.
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Again, it is paramount 
to keep it concise on 
social media and always 
bear in mind that 
almost anybody can get 
hold of that 
information,
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so be mindful of what you say.
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For examples of 
appropriate writing 
styles across various 
social media platforms, 
follow us on LinkedIn, 
Twitter, Facebook, G+….
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Written communication is vital in the work place, 
so use it to your advantage by following these 
simple steps.
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For more tips on professional development and to see all of our 
latest opportunities, CONNECT WITH THE INTERQUEST GROUP.

InterQuest Group plc is an award-winning, specialist recruitment 
organisation providing contract and permanent services within 
niche disciplines globally. The Group is divided into specialist 
businesses, with each one aligned to one of the following market 
sectors, Finance, Retail, Public Sector, Not for Profit or in an area 
of technology such as testing, analytics, ERP or digital. These are 
augmented by other businesses specialising in services which 
span the various vertical niches - such as recruitment outsourcing 
or executive search and selection. As specialists in contract, 
permanent IT and analytics recruitment, the InterQuest Group 
trades as distinctly branded, individual, specialist recruitment 
businesses.
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