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Utilizing Applications to Enhance
Work Reports

What Will | Benefit?

Acquiring skills
presentation.
Learning how to write professional and polished
reports.

Improving the ability to communicate in writing and
present information.

in data analysis and effective

Course Objectives

At the end of this course, the participants should be able
to:

*

*

Developing data analysis skills.

Learning techniques for attractive and clear data
presentation.

Improving writing and written communication skills.
Preparing professional reports that meet business
needs.

Target Audience

Employees in various departments who need to write
reports.

Analysts and researchers dealing with data.

Anyone who wants to improve their report writing skills.

Course Outline

» Introduction to report writing

* The importance of report writing in the workplace.

*

Different types of reports.

* The structure of an ideal report.
* How to collect and analyze data.
* Basic data analysis tools.

» Data Analysis Skills

* Techniques for quantitative and qualitative data
analysis.

* Using tables and charts to present data.

* How to interpret data and draw conclusions.

* Software tools used in data analysis.
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* Practical examples of data analysis.

» Writing and Presenting Reports
* How to write an effective introduction and

conclusion.
* Organizing information in the report.
* Using clear and professional language.
* Designing an attractive report.
* Presenting the report to an audience.

Target Competencies

+ Data analysis skills.

* Writing and written communication skills.
* Presentation and public speaking skills.

* Ability to use data analysis tools.

Course Methodology

This training course will be carried out through the use of
best practices and the right combination of engaging and
purposeful tools such as:

* Relevant case studies and practical examples.

* Workshops and group activities.

* Experiential learning.

* Brainstorming sessions.

* Training films and video clips.

* Demonstrations.

Course Information

Date ayjlil Location jlaoll
4-6/1/2026 Riyadh gyl
28-30/6/2026 Virtual (olyial
27-29/9/2026 Jeddah 6220
8-10/11/2026 Khobar pall
20-22/12/2026 Virtual (olyial
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