
6 SIMPLE STEPS
O F  E F F E C T I V E  W O R K P L A C E  W R I T I N G
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Grammar

clar i ty

T H E

eff i cacy

Always start with grammar. Think of grammar as 

the smallest unit of writing. By shoring up 

grammar, many of the "larger" units of writing (e.g. 

logic, flow, structure, clarity) start to solve 

themselves.

Make your point as clearly and concisely as 

possible. Are your sentences tight? Have you cut 

extraneous words? Have you talked in circles at 

all? Can you be more direct? Do your due 

diligence vis-à-vis clarity before making structural 

edits. Much like with grammar, "smaller" edits to 

improve clarity often help to solve "larger" issues in 

your writing.

How effective is your writing? Do your emails, 

memos, and reports get the responses you need 

them to? Use this litmus test: have you done as 

much work as possible for your reader? You want 

to make their response effortless. Can they skim 

your writing and respond with ease and speed?
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pol i sh
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T H E

strategy

vo i ce

For this step, refer to my editing and 

grammar cheat sheets. These help your writing 

appear polished, thus giving you the authority your 

professional acumen demands. And remember: 

always proofread and use "spell-check!"

All "good" writing is strategic! "Strategy" simply 

means you take into account your audience; your 

goal for your document; and its timing, 

sequencing, and framing. Some of this is second 

nature, and some will come with time and 

practice.

Think of voice as the style and tone of your writing. 

How do your professionalism, expertise, and 

personality come through? Voice crystalizes as you 

develop confidence in the other five steps above, 

and it shines forth as your writing skills begin to 

better match your professional knowledge, 

acumen, and potential.

http://www.katepotterfield.com/
http://www.katepotterfield.com/

