
Communications from the 
Corner Office

How to Write Like A Boss

A “Write Place” Workshop



Professional Communication

What does professional communication mean to you?

Why is it important?

Knowing how to effectively use professional communications is a vital skill 
that can set you apart in the workforce. Effective communication can 

improve efficiency, help to close deals, and ultimately make you a huge 
value asset to any company.



Is your communication effective?

A bad business email is one that is too long, too vague or contains impolite or abusive 
language. Bad writing wastes time and money. 



Is your communication effective?

An effective business email is brief, clear and has a good subject line. It is typically no more than 
half a page long and is well-organized. Be sure to your message is clear, complete, correct, saves 
the reader’s time, and builds goodwill.



Professional Email Guidelines

1. Include a one or two word topic in the 
subject line. It helps the reader know 
what the email is all about.  

2. Always include a greeting (Dear) and a 
closing (Sincerely). Always!  

3. Use business language, always spell 
check, reread and do not use 
abbreviations.  

4. Use formatting just as you would a 
business letter.  

5. Do not ever use ALL CAPS. ALL CAPS 
MEANS YOU ARE SCREAMING AT THE 
OTHER PERSON. 

6. Jokes, witty remarks and sarcasm do 
not translate in email. This can get you 
into really, difficult situations.  

7. Complaining and gossiping have no 
place in email.  

8. Keep the communication short and 
concise.  

9. The use of emoticons should only be 
used between really great friends.  

10. Reread before hitting send.  
11. If you can walk around the office and 

talk to someone, send the email later. 
Get up and talk to a colleague. Send an 
email when there is factual 
information they may need

12. Never forward a forward



Professional Writing with a Purpose

Is there a difference between writing for school and writing for 
work?

Business communication should be clear and concise. As such you 
should consider 4 factors when writing professional 
communications:

Purpose

Audience

Organization

Style



Purpose
Messages in organizations have one or more of three basic purposes: 
to Inform, to Request or Persuade, and to Build Goodwill.

When you build goodwill, you create a good image of yourself and of your 
organization – the kind of image that makes people want to do business 
with you.

Example
School -> The purpose is to show you learned course material or 
to demonstrate intelligence.

Business -> Meet organizational need.



Audience

The audience for business communication include people both 
inside and outside the organization. Real audiences pay attention to 
messages only if they seem important, relevant, and interesting.

Example

School -> Although information may be new to you most professors already 
have saw and understand the material you may be communicating about.

Business -> Information you are sending in business is usually new to your 
reader. 



Organization

Business communication is organized to meet the psychological 
needs of the reader. Business communication is friendly, not 
formal. Short words and a mix of sentences and paragraph lengths 
are best.

Example
School -> School writing often follows traditional essay form, with thesis statement 
followed by paragraphs of evidence and so on. It is formal and big words and 
sentences are often rewarded.

Business -> Business people want to skim documents therefore the main point is 
often up front and the message is conveyed in the most concise way.



Style

Business writers are expected to choose the most effective way to 
convey information. This is not limited to just text when sending 
business communications. 

Example
School -> Except for math, construction, engineering, very few classes expect writing to contain 
anything other than words.

Business -> Even a one page memo may contain a table, graph, or other visuals.



Ineffective messages don’t get results!

Whatever the literal content or the words, every 
letter, memo, and report serves to either enhance or 

damage the image the reader has of the writer.



Questions?

Thank you! Please take our survey and 
tell us how we did!

https://www.surveymonkey.com/r/KGHX8CN

https://www.surveymonkey.com/r/KGHX8CN

