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"No matter what job you have in life, your success will be determined 5%
by your academic credentials, 15% by your professional experiences, and
80% by your communication skills."

Superior communications skills — writing and speaking in particular — have

become important factors that determine the value and contribution of
employees in the workplace. These are competencies that all employee,
from frontliners to executives, must excel at.

This two-day workshop is designed for professionals who desire to
develop impressive writing and speaking skills.
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objectives

Successfully completing the workshop enables participants to:
1. Assesstheirwriting and speaking skills using sets of criteria,;

2. Create purposive and professional correspondences and documents; and
3. Participate in various interactions with competence and confidence.
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This workshop is designed for
all professionals whose work
involves regular internal and

external written
communication.
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MR. JOHN P. TIGNO is a Learning &

Organizational Development
Professional who has more than 18
years of experience working in
various industries.

Currently, he is a Learning &
Organizational Development
Consultant for Rebisco Biscuit
Corporation; an HR Training
Consultant for DMCI Homes Project
Developers Inc.; and a Training
Consultant for Design Development
International (DDI). He is also a
Faculty Member of the Ateneo
Language Learning Center (ALLC)
and the Development Academy of
the Philippines (DAP).

Mr. Tigno earned his Bachelor's
Degree in Communication Arts from
the Ateneo de Manila University and
Master's Degree in Industrial
Relations and Human Resource

Development from the University of
the Philippines - Diliman. He
received his Certificate in Teaching
English to Speakers of Other
Languages (CELTA) from the
University of Cambridge.

program content

Workshop 1 - Writing Professionally

I. Writing Basics

A. Definition and Rationale

B. Elements of Effective Professional Writing
1. Grammar and Punctuation
2. Style (Sentence and Paragraph Construction)
3. Diction and Tone (i.e. Word Choice)
4. Development and Organization of Ideas

C. Writing Strategies (i.e. Planning, Organizing,
Writing, and Evaluating)

Il. Writing Forms and Formats
A. E-mails and Letters
B. Memoranda
C. Reports (i.e. Minutes, Informative, and
Investigative Reports)

IIl. Writing Workshop
A. Peer/Group Critique
B. One-on-One Consultation and Coaching

Workshop 2 - Speaking with High Impact

I. Speaking Essentials

A. Definition and Rationale

B. Elements of High Impact Speaking
1. Qualities of Speakers (i.e. Visual, Vocal,Verbal)
2. Audience Analysis and Adaptation
3. Clarity and Precision in Messages

C. Speaking Strategies (i.e. Planning, Organizing

Delivering, and Evaluating)

Il. Speaking Forms and Formats
A. Expressing Opinions and Giving Feedback
B. Conducting and Participating in Meetings and
Discussions
C. Transacting Over the Phone or Face to Face
D. Designing and Delivering Presentations

VIl. Speaking Workshops
A. Peer/Group Critique
B. One-on-One Consultation and Coaching



