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Course Content & Outline

Section 1: How Reports Influence Decisions

e Understanding the role of reports in decision-making.
e Principles of effective report writing in finance.

e Structuring and organising reports.

e Clarity and precision in conveying information.

e Incorporating data visualisation for impact.

» Connecting financial reports to organisational goals.

e Audience analysis for tailored reporting.

e Key performance indicators (KPIs) in reports.
 Narrative storytelling in reporting.

e Interpreting and analysing financial data for reporting.
e Compliance and regulatory considerations in reporting.

Section 2: Where Does the Data Come From?

e Industry reports and market research for specific data.

e Accessing databases and online repositories.

e Leveraging data from reputable organisations and institutions.
e Official websites and data portals.

e Survey design and data collection methods.

e Evaluating the reliability and credibility of online sources.

e Primary research techniques for firsthand data.

e Conducting interviews and expert consultations.

e Data triangulation for cross-verification.

¢ Avoiding common pitfalls in data collection and analysis.

Section 3: Understanding Your Audience

e Considering the knowledge level of the audience.

e Addressing the needs and interests of diverse stakeholders.



e Adapting tone and language for various reader profiles.

¢ Understanding the cultural background of the audience.

e Incorporating visual elements for varied comprehension styles.
e Determining the purpose and expectations of the audience.

e Conducting pre-report surveys for audience insights.

e Effective use of executive summaries for busy readers.

Section 4: Report Structures to Enhance Professionalism

e Incorporating a methodology section where applicable.

e Systematically presenting findings and analysis.

e Integrating visual elements for enhanced understanding.
 Crafting concise and impactful conclusions.

e Recommendations and actionable insights in reports.

¢ Appendices and supplementary materials in professional reports.
e Formatting guidelines for a polished and professional look.

Section 5: Developing a Thesis Statement

e Crafting a clear and concise thesis statement.
e Considering the audience and purpose in thesis development.
» Refining and revising the thesis statement based on feedback.

e Incorporating supporting evidence to strengthen the thesis.

Section 6: Presenting Your Report

 Effective use of visual aids in report presentations.

¢ Refining verbal communication skills for clarity.

e Practising and mastering confident body language.

e Managing time efficiently during the presentation.

e Handling questions and engaging with the audience.

e Adapting the presentation style to the audience's level of understanding.

e Incorporating real-world examples and case studies.
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YouTube Video

https://www.youtube.com/embed/fFCC2elLx9bl?si=kz8fsLGeEtRiKIST
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