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Currently delivered online this course upskills staff and boosts confidence. 
It focusses on helping learners improve their communication, literacy skills, 
spelling, punctuation and specifi cally report writing. Learners develop 
the ability to respond to, and produce written communication in a formal 
setting. Courses are built around the needs of learners and their workplace. 
Learners report the skills and knowledge gained are beneficial to their work 
and home life.

Learners:  Relevant to any learner wishing to improve these skills  

Duration:  2 days (12 hours)

Tailored workplace learning:  To discuss how this course could be tailored to 
meet your needs and get a quote for course delivery, please email 
Archie Campbell a.campbell@wea.org.uk or Janice Wimpenny 
j.wimpenny@wea.org.uk Or Call 0131 226 3456.
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