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The basics of professional
writing in workplace
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Communication in the workplace is generally done for practical
purposes. The goal is to effectively convey information to an
audience that needs it. Workplace writing differs from writing
done in an educational or social context. In the workplace, writing
is often considered a legal document, and writing will frequently

be archived or retained for several years. These writings can be
referenced in the future if legal complications arise.
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Workplace writing should always focus on the reader. What
does the reader need to know?
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Writing should effectively convey the precise information that
the reader is seeking. If the. writing is an attempt to persuade
the reader, then the writer must consider what will persuade the
reader most. For example, a work team may be writing a proposal
to install new production machinery in a factory. Different readers
in the company will want different information from this proposal.
A well-written document will consider every potential reader and
give the information that each reader is seeking.
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Effective Workplace Writing
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Workplace writing must be persuasive and usable to all
potential readers. For a document to be efficient, it must be easily
understood by the intended audience. A document that is hard to
understand is not usable and not effective writing. Highly-usable
writing should help readers quickly locate, easily understand, and

use the information to complete their task.
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Persuasive writing will convince readers that the information is
accurate and should be followed. All workplace writing will need to
convince the reader that the information is credible. For example,
a reader may be considering several different proposals, and the
chosen proposal is likely to be the one that is most persuasive.
If writing is not persuasive, then it wili likely not be followed, and
the entire writing effort will have been wasted.
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How Writers and Readers Interact
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Writers and readers interact in unique ways. In all cases,
writing is a one-way flow of information. Therefore, writers should
consider and include all of their readers’ needs. Every reader may
be different, and an effective writer must anticipate what will be
maost useful to the audience. Additionally, the world is extremely
diverse by any account. Some readers may be more relaxed
or harder to offend than others. For this reason, writers need
to learn to be conscientious in their writing to ensure they won't
discourage or offend one of their readers. If a reader is offended.,
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any decision made will likely not be made in the writers favor.
Effective writing eliminates unnecessary pieces of information
and ensures a concise document.
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Different readers may construe different meanings from the
same words. The meaning may be shaped by a user's previous
experience, culture, or even a user's state of mind and each
reader will construct a meaning based on the context of the
writing and their previous experiences. This is the subject of the
second chapter.
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Professional writing is/as rhetorical  \
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Professional writing is connected to the concept of rhetoric.
Rhetoric focuses on informing or persuading an audience,
and a successful professional writer is able to create interest
in their audience. Moreover, this is combined with the aspects
of the professional world which is typically done within a
professional atmosphere, be it a workplace or as freelance work,
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created by someone who has knowledge and skills at writing
and comprehends the wide range of requirements needed to
successfully create the pieces being compased.
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One of the main principles of rhetoric, when applied to the

work of professional writers, is the art of effective communication
and creating authoritative arguments.
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Nearly all professions require written documents; in other
words,all staff members produce written documentation of their
work. Whether it be a fast food chain looking for additional web
development, a law firm editing legal documents, or perhaps
even a musical venue looking for someone to create flyers and
posters on a regular basis; a professional writer can fit into any
organization. Professional writers are specifically valuable in the
workplace for their many talents including communication skills,
creativity, technological proficiency, and other social skills.
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How Does Colleae Writing o
Differ from Workplace Writing?
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Just as college writing is specific to your mission as you earn
your academic degree, workplace writing is specific to the
needs of your job. Most of the time, however, the specific format
and content of workplace writing have already been established
by others. You may use templates, or documents already set up
with the correct format and subject headings. As a writer, your
role may be one of information gatherer, and, in some instances,
you may never write an entire document on your own.
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One of the major differences between workplace writing and
college writing is reflected in the expectations of those who assign
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the writing. In the workplace, the emphasis is on producing a written
product. In college writing, the emphasis is on writing to think, writing
to learn, and writing to demonstrate learning. Far example, at work,
you may be expected to write a memo to employees to explain a
procedural change. In a college assignment, you may be expected
to understand the process of creating a memo, to clearly explain the
new policy, and to demonstrate reader-centered writing technigues
in writing the memo.
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Your workplace writing may also differ from college writing in
the number of abstract ideas it contains and in the ways that you
as a writer are expected to work with them. in general, workplace
writing conveys information and is predetermined in purpose
and form, whereas academic writing shows knowledge and
understanding of both content and process. Workplace writing
tends to be pragmatic, oriented toward completing a work-
related task, whereas college writing enables you to explore new
avenues of thought.
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Although the expectations differ, both the workplace and
college offer you many opportunities to write to different audiences
and to adopt different styles depending on your assignments. As
a manager in business and as a college student, for example,
you may write letters, memaos, performance evaluations, status
reports, financial reviews, feasibility studies, proposals, and
many other types of documents. However, you may never write
anything in the workplace like the thesis you write to complete
your master of business administration degree.
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When writing a document for your superiors at work, it's not
uncommon to want to try to impress. Unfortunately, most people
calibrate “impressive” at such ridiculous levels that they end up

turning over text that look and sound strange, either using vocabulary
that's out place or containing too many flowery words.
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In truth, everyone (especially busy professionals) appreciate
straightforward, well-written text. Leave the big words to the
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academe, as there’s no need to pull it out of your bag of tricks. In
fact, most people at your place of work will probably need to
consult a dictionary in order to understand what many of them
mean - a serious time-waster that could be easily avoided.
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Similarly, flowery language that attempts to dress up your text
is an irritation, more than anything else. When | am reading a
business document, | want facts to fly off the page when | skim
through it, with every other statement simply serving to clear
them up, not expound on them pointiessly.
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Basically, when you're writing for business, focus all your text on

key facts. Any statement not directly stating an important statistic
should serve to explain it in as succinct a way as possible.
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What makes a business document impressive is how fast it
can deliver the all-important facts, all while being complete and
extremely readable. That is what you should strive for. The

third chapter discusses briefly the awareness of rhetorical and
presuasive writing in workplace.
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Effective Writing For the Workplace
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Effective writing in the workplace is an essential skill. The rules
are basically the same for any type of writing, however there
are some special issues which arise in the business context.

Knowing the elements of good business writing can make or
break a career.
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If you write well, you can thrive in any workplace. If you do not,
you may spend toc much time and energy hiding that weakness.
You may fail to persuade your customers to buy your product or
idea. You may struggle to clarify your thinking for your colleagues
or supervisors. You may find yourself dreading writing days,
almost as much as you dread the days when you hear back from
your readers. Your organization may suffer as a result. The fourth
chapter provides you with practical group of tips to improve the
quality of your documents and the efficiency of your writing.






