Effective Meetings

This dynamic workshop is aimed at giving managers the necessary knowledge and skills on how to conduct effective meetings. It is
recommended that any person who has to run meetings from time to time, attend this workshop. Areascovered inthe programme are:

e Importance of relationships °
Whoisresponsible?

The rules and regulation on conducting meetings
Effective meeting preparation

Starting the meetingie: groundrules, roles

Conducting the meeting
¥

Meeting techniques and tools
.
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Problems and stumbling blocks to conducting an effective
meeting

The managers checklist

Managing the virtual meeting

Guarantee meeting success

The impact of bad meeting and how to make a difference



About the course

Bookings and Enquiries

Target Audience

The target audience would typically
consist of any person interested in
knowledge and skills in the area of
effective meetings, specifically admin,
salesand management.

Training Methodology

The methodology is based on interactive
learning ie: learners will learn by doing.
Furthermore, learners will make use of
examples from their own organisations,
thus ensuring that the learning is
anchored at their workplaces. As with all
Quintica training programmes, we strive
to effect actual change back at the
workplace through effective and practical
outcomes based training.

Course Outline
This 2 day course will cover the following
modules:

Module 1: Orientation to conducting

effective meetings:

e Variousformsof meetings

e Most important factors to successful
meetings

e Reasonswhy meetings fail

e Theimpactofineffective meetings

Module 2: The meeting process from

organising to closure:

e Planningand agendasetting

® Preparationand organising specifics

e Creating awareness and preparing
delegates

e Conductingthe meeting

e Meetingclosure

o Follow-up and monitoring

Module 3: Planningthe meeting:

e Meeting purpose and objectives

e Developingtheagenda

e Prioritising items, task and time
allocation

Module 4: Facilitatingthe meeting:
Clarifying roles

Establishing ground rules
Maintaining pace

Facilitating discussions

Managing participation
Facilitating decisions

Closing and evaluation of meetings

Module 5: Dealing with problems and
stumbling blocks:

e Groupdynamicsand power struggles
e Preventative measures

e Theartoffocus

e Crisismanagement

Module 6: Conducting the virtual meeting:
Various forms of virtual meeting
Audio conferencing

Data conferencing

Teleconferencing

Video conferencing

E-conferencing

Kenya: +254 20 444 2900 ;
South Africa: +27 11 575 4320 o Selecting methodology andtools

UAE: +971 4 426 7303 e Finalisingdate, timeand place
® Selecting participants and distributing

agenda
e Preparinganddisturbing materials
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