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Category Development Duration 10 Days

Base Fee $2,200 USD Delivery Mode
Online / On-site
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Course Introduction

In today’s data-driven business landscape, the ability to craft compelling, data-rich reports and deliver impactful

presentations is a critical skill. Training Course on Advanced Report Writing and Presentation Skills equips

professionals with the tools to communicate effectively, persuasively, and strategically. With a focus on practical

applications, real-world case studies, and proven methodologies, this course enhances clarity, conciseness, structure,

and storytelling in business communication. Participants will master how to use data visualization, narrative

techniques, and digital tools to engage stakeholders and influence decision-making.

 

Whether you’re preparing boardroom reports, project documentation, or executive briefings, this
training will refine your ability to write with purpose and speak with confidence. The course
integrates business writing frameworks, storyboarding for presentations, and performance-driven
strategies to align your content with organizational goals. You'll learn not only how to write clearly
but also how to present with executive presence, enhancing your professional image and
communication impact.

Programme Curriculum

Training Course on Advanced Report Writing and Presentation Skills

Introduction

In today’s data-driven business landscape, the ability to craft compelling, data-rich reports and deliver impactful

presentations is a critical skill. Training Course on Advanced Report Writing and Presentation Skills equips professionals

with the tools to communicate effectively, persuasively, and strategically. With a focus on practical applications, real-

world case studies, and proven methodologies, this course enhances clarity, conciseness, structure, and storytelling in

business communication. Participants will master how to use data visualization, narrative techniques, and digital tools to



engage stakeholders and influence decision-making.

 

Whether you’re preparing boardroom reports, project documentation, or executive briefings, this training will refine your

ability to write with purpose and speak with confidence. The course integrates business writing frameworks, storyboarding

for presentations, and performance-driven strategies to align your content with organizational goals. You'll learn not only

how to write clearly but also how to present with executive presence, enhancing your professional image and

communication impact.

Learning Objectives

1. Master effective business report writing techniques.

2. Apply data visualization tools for clear communication.

3. Develop persuasive and audience-targeted presentation skills.

4. Enhance critical thinking and information structuring.

5. Utilize AI tools in report creation and editing.

6. Improve presentation delivery using storytelling techniques.

7. Create impactful executive summaries for decision-makers.

8. Understand tone, voice, and formality in written communication.

9. Use PowerPoint best practices for visual storytelling.

10. Structure content using logical flow and evidence-based writing.

11. Manage Q&A sessions confidently and professionally.

12. Apply visual hierarchy and slide design principles.

13. Implement feedback and revision strategies for continuous improvement.

Target Audience

1. Mid-level and senior managers

2. Business analysts and consultants

3. Project managers

4. Executive assistants and coordinators

5. Engineers and technical writers

6. Academicians and researchers

7. Marketing and communications professionals

8. Government and NGO professionals

Course Duration: 10 days

Course Modules

Module 1: Foundations of Advanced Report Writing

Introduction to business writing formats

Common challenges in technical writing

Tone and clarity in formal communication

Formatting for readability and professionalism

Summary vs. detail: balancing information

Case Study: Rewriting a poorly structured report

Module 2: Structuring Reports for Impact

Report types and structures

Executive summaries and recommendations

Headings, bullet points, and numbering



Creating flow with transitional language

Integrating visuals and tables effectively

Case Study: Structuring a compliance report

Module 3: Writing with Clarity and Precision

Avoiding jargon and redundancy

Use of active/passive voice

Paragraphing and sentence fluency

Using plain English for clarity

Eliminating ambiguity and verbosity

Case Study: Clarity improvement in internal memos

Module 4: Data Interpretation and Visualization

Understanding your data story

Selecting the right charts and graphs

Using software like Excel, Tableau

Ethical use of data in reports

Visual storytelling techniques

Case Study: Transforming raw data into visuals

Module 5: Persuasive and Executive Writing

Techniques in persuasive communication

Knowing your audience: C-suite vs. team leads

Writing strategic recommendations

Prioritizing content with purpose

Leveraging emotional intelligence in writing

Case Study: Writing a persuasive policy memo

Module 6: AI Tools in Report Writing

Overview of AI-powered writing assistants

Automating templates and repetitive sections

Proofreading and grammar enhancement tools

Risks and ethics of AI-generated text

Integrating AI insights into content

Case Study: AI vs. human-written reports

Module 7: Visual Presentation Design

Design principles for slide decks

Templates and corporate branding

Font, color, and layout consistency

Integrating infographics and media

Building visual hierarchy for attention

Case Study: Redesigning a slide deck for clarity

Module 8: Storytelling in Presentations

Elements of an effective business story

Structuring presentations with purpose

Emotional vs. logical appeal

Real-life stories for audience connection

Creating a memorable takeaway message



Case Study: Pitching a new product through storytelling

Module 9: Voice, Body Language & Delivery

Verbal techniques and articulation

Managing nervousness and anxiety

Effective use of pauses and emphasis

Non-verbal communication and posture

Practicing in front of a mirror or camera

Case Study: Analyzing successful TED Talks

Module 10: Interactive Presentation Tools

Tools: Prezi, Canva, Miro, Mentimeter

Using live polls and quizzes

Embedding videos and live data

Managing hybrid and remote presentations

Troubleshooting tech issues on the spot

Case Study: Enhancing engagement using digital tools

Module 11: Audience Analysis and Customization

Identifying audience needs and expectations

Tailoring tone and vocabulary

Segmenting audiences for maximum impact

Pre-presentation audience research

Creating adaptable content

Case Study: Presenting to technical vs. non-technical teams

Module 12: Effective Q&A Management

Preparing for possible questions

Staying calm under pressure

Clarifying questions and redirecting

Addressing hostile or skeptical participants

Time management during Q&A sessions

Case Study: Crisis communication scenario

Module 13: Feedback and Continuous Improvement

Gathering feedback through surveys

Self-review and peer-review methods

Learning from presentation recordings

Creating a personal improvement plan

Applying constructive criticism

Case Study: Iterative improvement of team reports

Module 14: Presentation Rehearsal and Simulation

Practicing in real-time scenarios

Recording and critiquing performance

Receiving expert feedback

Simulating boardroom conditions

Adapting to time limits

Case Study: Rehearsing for investor pitch

Module 15: Capstone Project and Evaluation



Final written report submission

Final group or solo presentation

Peer and instructor feedback

Assessment using grading rubric

Certificate of completion and reflection

Case Study: Combined report and presentation task for a business strategy

Training Methodology

Instructor-led live sessions (in-person or online)

Practical exercises and hands-on writing assignments

Group activities and peer reviews

Multimedia presentation simulations and software training

Real-world case studies for each module

Final assessment and capstone presentation project

Register as a group from 3 participants for a Discount

Send us an email: info@fineskilltrainingcenter.com or call +254769199797 

Certification

Upon successful completion of this training, participants will be issued with a globally- recognized certificate.

Tailor-Made Course

 We also offer tailor-made courses based on your needs.

Key Notes

a. The participant must be conversant with English.

b. Upon completion of training the participant will be issued with an Authorized Training Certificate

c. Course duration is flexible and the contents can be modified to fit any number of days.

d. The course fee includes facilitation training materials, 2 coffee breaks, buffet lunch and A Certificate upon successful

completion of Training.

e. One-year post-training support Consultation and Coaching provided after the course.

f. Payment should be done at least a week before commence of the training, to FINESKILL
TRAINING CENTER account, as indicated in the invoice so as to enable us prepare better for you.

Upcoming Scheduled Sessions

Start Date End Date Location Price

10 Aug 2026 21 Aug 2026 Online $2,200

17 Aug 2026 28 Aug 2026 Online $2,200

mailto:info@fineskilltrainingcenter.com


Start Date End Date Location Price

24 Aug 2026 04 Sep 2026 Online $2,200

31 Aug 2026 11 Sep 2026 Online $2,200

07 Sep 2026 18 Sep 2026 Online $2,200

14 Sep 2026 25 Sep 2026 Online $2,200

21 Sep 2026 02 Oct 2026 Online $2,200

28 Sep 2026 09 Oct 2026 Online $2,200

Ready to enroll or request a customized program? Book online or contact us:

Register Online Now

Email: info@fineskilltrainingcenter.com | Website: www.fineskilltrainingcenter.com

https://www.fineskilltrainingcenter.com/courses/training-course-on-advanced-report-writing-and-presentation-skills

