UNI VI

MIDOCEA|III

A § a all @) g
Presentation and Writing Skills

Prepared by
Dr. Nagwan AI-QerShl

ww > palanl]

, A
bl ) A [l
= ¢ /

introcduction to the course

MGM223




BREIF BIO

|
M"DQCEAIT! ABOUT THE INSTRUCTOR

Educational Background: 1
-Ph.D. in Management from COB-UUM (2019), the largest management school in Malaysia.
-Business Consultant Certificate from the American University in Cairo.
-Professional Business Development Educator certified by the Malaysian Ministry of Higher Education.
Experience:
Assistant Professor with over 15 years of experience in:
-Teaching at undergraduate and postgraduate levels in management.
-Supervising several Master’s, Ph.D., and DBA candidates.
-Serving on journals' advisory boards.
-Business consultancy and entrepreneurship coaching.
-Conducting research in the field of management.
-Serving on examination committees for Master’s and Ph.D. candidates.
Consultant for projects by the World Bank and ILO.
Research and Publications:
-Published articles in leading management journals.
-Reviewer for several international journals.
Collaborations and Projects:

enowned scholars.
Leadership Roles: \
-Quality and Accreditation Manager.

-Session Chairperson at multiple international conferences.

-Member of committees for several international conferences. www.midocean.ae




MIDOCEA|

www.midocean.ae



mipoceaf]

GO THROUGH YOUR COURSE PLAN

( N

YOUR COURSE TITTLE IS

AUl (el ) s
PRESENTATIONS AND WRITING SKILLS

www.midocean.ae



mipoceaf]

(G Jsa daaitll g el A8 Lua duis LIS o Bl (lusall 1ia x.ujﬁ
Aad il ja Al g avasal g ¢ ulaa g B ol Al SN g ashliall asasl g ¢ Al
OBl Ggptall Jjrse Aapaiil) (g all el ()UE) g Jhual il Ciyda gl g
o458 0da A e (analill G al) £1a) £ g 2 o (gl gall g g aall

This course equips students with the skills to craft presentations
focused on core objectives, effectively deliver key concepts and ideas
with confidence and enthusiasm, design impactful visuals, and apply
advanced techniques to refine and perfect their presentation abilities.
It is designed to benefit executives, managers, and employees alike,
enhancing their overall presentation performance.
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THE MAIN TOPICS
r N
CHAPTER 1: UNDERSTANDING BUSINESS . - . .
Jard) lsa b Ay el cLaY) agh 11 Juadl)
COMMUNICATION IN TODAY’S WORKPLACE. 'EJTA‘
Which will cover: PBCY KU PR |
< Understanding Why Communication Matters 5 | j-d\ Mi - r‘ﬁﬁ
< Communicating in Today’s Global Business - Cap s . -
Environment. ?J‘%‘M MM\ d\.AQY\ A Lﬁﬁ dm\j'm
< Exploring the Communication Process. d\.aa.i\]\ MA.G T
< Committing to Ethical Communication. éhy\ ] ‘j-m-’ e‘)ﬂ\w
< Communicating in a World of Diversity. B .
¢ il (e alle A Jual 53l
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The following topics will be covered:
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CHAPTER 2: MASTERING TEAM SKILLS O Jea) i) (8280 & g OIS} 12 Juadl)
INTERPERSONAL COMMUNICATION. UAM\J\
< Communicating Effectively in Teams. L§Jﬁ (_;3 Jadl) Jual gill
< Collaborating on Communication Efforts. _duaj\j\ KFYEN uﬁ O Juﬁ\
< Making Your Meetings More Productive doaliy) i &Lﬁi—d@\ Jea
< Improving Your Listening Skills. lad g L) Qi jlga G
< Improving Your Nonverbal Communication Skills ¢l gfgﬂm 26 Jlaiy) &) lga
< Developing Your Business Etiquette. Alas ‘.dm J.-.‘Jh:
< Advantages and Disadvantages of Teams. ) i éﬁj‘ i€ 9 Ll e
< The most effective teams share the following _4,33131\ U“;L“ﬂ‘ gﬁ 4,331.:& stw éﬂ‘ ‘ﬂJm
characteristics.
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Understanding the Three-Step Writing Process

% Planning business messages HU
s Writing business messages M‘ d-‘l""") b:‘h“
s Completing business messages d.AaJ\ dil.u) 4%‘35
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< Being Sensitive to Your Audience’s Gl Ll o880 ()
Needs. RE PPV
* Building Strong Relationships with Your o e g .

Audienge. ’ " A s et Slide £y v

% Composing Your Message: Choosing GlelS jlas) el 4lS v
Strong Words. REPY

% Composing Your Message: Creating Ulad Jaa oLl -l alls v

Effective Sentences

www.midocean.ae



|
MIDOCEA

The following topics will be covered:

\
HAPTER 5: WRITING PERSUASIVE i i 3\.\135 e i) Juadl
MESSAGES. s b b aiy g
WHICH WILL COVER: S e A Sl ALY Alee e‘m‘
Using the Three-Step Writing Process for dxaall Lo U ol glad
Convincing Messages wd-‘u)jw\ 1 8503l
dxida Jilu )4l 2 3 gasldl
Step 1: Planning Convincing Messages faiiall Jilus , OLS) 3 5 glaill
Step 2: Writing Convincing Messages
Step 3: Completing Convincing Messages
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CHAPTER 6: UNDERSTANDING AND < . . .
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PLANNING REPORTS AND PROPOSALS. la yi8al) g

WHICH WILL COVER:
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% The Types Of Reports. J;E“ ‘9:]%-‘\3 ‘9\

s Applying the Three-Step Writing Process to e . . Jj’J & > )

Reports and Proposals. sle Gl sha EO6 (e 45 Sall AUl dplee gaaka

< Supporting Your Messages with Reliable RGEENGLCIN | PRpTIgIE i

Information. A8 5 g Gl slaay il y ac

%+ Conducting Secondary Research. Ao 6l &gl o) ga)

¢ Documenting Your Sources &l jabaa 51 &

\_ Y,

www.midocean.ae




M | DQC EAI{H The following topics will be covered:

a ™

CHAPTER 7 : WRITING AND COMPLETING ila, yilall g SN JlaSiad g 4GS 17 Juadl

REPORTS AND PROPOSALS 1Rl g (g
WHICH WILL COVER:
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< Adapting to Your Audience. REPYYPLy PRW Kl

“ Drafting Proposal Content. LA (s giaa A Lua

e@jr.uh o gl Q,A sl Al daclusa
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» Helping Readers Find Their Way.
»» Designing Effective Visuals

»» Completing Reports and Proposals
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CHAPTER 8 : BULDING CAREERS Z\.MSJ ‘18 ) elis -8 241
AND WRITING RESUMES AN ad)
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O how to find the ideal opportunity in . | |
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CHAPTER 9 : APPLYING AND Jaadl 3R 51 ja) g asaiill 19 Juadl
INTERVIEWING FOR EMPLOYMENT. L
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WHICH WILL COVER:
= PREPARING FOR A JOB INTERVIEW Jas Al julalll-

= [INTERVIEWING FOR SUCCESS . : -
zladll Jal (e <Al o) al-
= FOLLOWING UP AFTER AN INTERVIEW.
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