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[bookmark: _fs_a1mIATH46b0SgHgNUt16QQ]INSTRUCTIONS

This file contains:
· a business profile template suited to any type of business
· an example of a completed profile as an inserted image.

This template has been created using an add-on to Word called FS Pro 2020. It will open normally in Word, but you will not have the FS Pro 2020 ribbon as part of your menu structure. This will make it a little harder to work in the file, as you will not have the buttons that create elements such as the text blocks, continued lines and continued headings. 

However, if you are careful you should be able to copy-and-paste elements into place where you need them. Note that the text block and the lines above and below it should be copied-and-pasted as a single unit. The ‘About [your company name]’ continued headings can be updated by right-clicking on the heading and selecting ‘Update field’.

The template has suggested subjects listed in the left-hand column. Fill in the details for your business in the right-hand column.

Feel free to change, add to or delete suggested subject areas. What other characteristics of your business would you like to inform your target market about? Other possibilities include:
· vision, mission and/or business philosophy 
· the values by which do you do business
· your unique selling proposition – what makes you different or outstanding compared with your competitors
· any awards won or any certifications achieved, e.g. ISO or Australian Standards
· any registrations required to do your work, e.g. builder’s licence, licensed plumber or electrician. Put in category and licence number if relevant, or state that all tradespeople are qualified (i.e. have a relevant trades certificate) and licensed in their particular fields
· how you add extra value for your clients (value adds)
· other relevant company fundamentals or strengths – corporate social responsibility, research and development, online ordering, commitment to service, turnaround times, quality, workplace health and safety, environmental standards. Many of these may not apply to your business
· a short list of key personnel.

The aim in using this template is to keep the profile to no more than nine blocks of information (10 if you really need it).

Sending out your profile
Once you are satisfied with your profile, convert it into a PDF using the ‘Save as Adobe PDF’ function in Word (in the ‘File’ ribbon). Use the PDF for emailing to prospects/clients. You don’t want these instructions or other unwanted material in your profile, so either delete items you do not need or save your profile as a new file, delete material, and make your PDF.

Would you like your profile checked?
For a cost of $33 (inc. GST), Professional Word Services will edit your profile, resize and insert your logo (if required), and sort out any formatting issues. Email your Word document to us at info@profwordservices.com.au. Turnaround will be same day or overnight (depending on volume). 
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About Professional Word Services, continued

Business
background

Clients

Paula Ruzek started Professional Word Services in 1986 while working as
full-time subeditor at The Age.

e Four years full-time at Standard Newspapers, a suburban newspaper
group (now part of Leader Group), as a journalist and subeditor.

o Four years full-time at The Age as a subeditor (general, business and
foreign desks) and several more years as a casual subeditor on Green
Guide, sport, finance and general desks.

o One year full-time as a subeditor at BRW magazine, plus several more
years as a casual.

Once focusing on working as a commercial writer/editor through PWS:

o Nine years as editor of HRMonthly, the national magazine of the
Australian Human Resources Institute (contractor role).

o Ten years as editor of Marketing Update, the national newsletter of the
Australian Marketing Institute (contractor role). Included several years
as the website content editor.

o A huge variety of regular work and one-off projects for a large number
of clients over a vast range of subject areas.

Current/previous clients include:

o Businesses of all sizes — Nilsen (Vic) Pty Ltd, VITS LanguageLink, RMIT
University, IDP Education, Zion Group, Knox Council, Blue Lion Moving
Services, Red Rock Group, Signarama Dandenong, VACC, Salt Marketing,
Mkt. Communications, Country Fire Authority, Directions Conference
and Incentive Management, Transport & Logistics Industry Skills
Council, Auto Skills Australia, and many more.

o Publishing houses — Coretext Pty Ltd, Substitution Pty Ltd.

o Professional associations — Australian Marketing Institute (10 years),
Australian Human Resources Institute (nine years).

Continued on next page
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About Professional Word Services, Continued

Key
achievements
for clients

Why clients
choose PWS

Benefits of
working with
PWS

Contact details

Some recent achievements for our clients of which we are particularly
proud include:

o Awards entry writing — four wins from four entries for Nilsen (Vic) Pty
Ltd in the National Electrical and Communications Association (NECA)
2017 Excellence Awards, Victorian division, and one national winner.

o Tender writing — eight wins in a row for tenders completed with VITS
LanguagelLink.

e Manual writing/editing — completion of a 184-page, 35,000-word
operations manual for Red Rock Group’s new franchise business.

e Comprehensive, high-level skill set

e Top-quality work output

e Organised, thorough, attention to detail

o Easy to work with, relaxed and friendly

e Dedicated to getting the job done well and to deadline

e Available to work nights and weekends to meet tough deadlines
® A good communicator on work progress

o Reliable, performance driven

PWS has helped clients to:

e win new business worth millions of dollars

e win industry awards

e improve their brand image through high-quality written communication
e communicate persuasively with their target markets

o showcase their expertise

o polish important documents for public release

e meet tight publication deadlines

e present a competent and professional public ‘face’

e improve the quality and correctness of their written communication.

Telephone: (03) 9583 5884

Mobile: 0418 532 114

Email: paula@profwordservices.com.au
Website: www.profwordservices.com.au
Post: PO Box 382, Mentone Victoria 3194
ABN 81449 151 453
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About Professional Word Services, continued

Format style

This document has been composed using Information Mapping®, a
method of organisation that enables readers to quickly find and absorb
the information they are seeking.

Information Mapping® is available through Professional Word Services. It
can be applied to a wide range of documentation types, such as:

® policy, process and procedure manuals
e compliance documentation

e work instructions/manuals

o safety guidelines.





image1.jpeg
Professional

Services

About Professional Word Services

Principal

PWS works
with ...

Services
available

Professional Word Services (PWS) is headed by Paula Ruzek (BA
Journalism, RMIT), senior commercial writer, editor and proofreader.

e Businesses of all sizes

e Public and private organisations

e Education institutions

e Consulting firms

e Publishing houses

e Government departments and bodies
e Statutory authorities

o Professional associations

e Individuals

Original writing

e Tender responses

o Industry award entries

e Company profiles

o Case studies

e Manuals — operations, policy and procedure, instruction, etc.
o Marketing materials

o Articles for publication

Editing

e In Word files (tracked), any subject area, up to 35,000 words per file
(larger files by negotiation)

e Rewriting of existing material into more understandable formats

o Information Mapping® style of writing organisation is available, which is
particularly suited to manuals.

Proofreading

e On paper in graphic-designed version

o |f presented as a Word file, it is considered an editing job
o ‘Proofreading Skills for Business’, one-hour PD workshop

Co-writing, ghost writing

e Work side-by-side with a skilled professional writer to produce quality
material for internal use or publication (e.g. business or trade websites
or magazines)
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