Making Meetings Work
Introduction
If you work, you go to meetings – it’s part of everyday working life. People need to get together to discuss issues, keep each other informed, make decisions, solve problems or improve how the work is done. Interaction provides more information and should lead to productive meetings. Unfortunately, these interactions don’t always work; so much valuable time is spent in meetings but quite often very little is accomplished, which can be very demotivating for the attendees. This course will give delegates guidelines on the necessary planning, preparation, structure and process of meetings.
 

Who Will Benefit?
 

Anyone who goes to meetings who would like to be more effective as either an attendee or chairperson.
The course will enable you to:

· Lead a meeting both effectively and positively
· Plan a meeting, its purpose and objectives

· Clarify the meeting groundrules
· Recognise and overcome common problems associated with meetings

· Plan the structure and prepare an agenda

· Gain positive participation from the attendees

· Support individuals and their ideas

· Make a constructive contribution
Course Content
 
Session 1 How Effective Are Your Meetings?
· Why don’t some meetings work?
· Meeting assessment

· Why have a meeting?

· The key features of a successful meeting

Session 2 Planning A Meeting
· The essential planning questions
· Meeting roles – who does what?

· The meeting agenda

· Establishing groundrules

· Involving people (icebreakers)

Session 3 Handling Difficult Situations
· The assertive approach
· Using assertive techniques in meetings
· Difficult situation scenarios

Session 4 Decision Making and Problem Solving in Meetings
· The 5 step model for solving problems and making decisions
· Defining the problem

· Generating possible solutions

· Evaluating the ideas

· Selecting and implementing the solution

· The follow up – has it worked?

Session 5 Insurance for a Successful Meeting
· The follow up steps
· Action planning (accountability)

· The need for SMART action points

Session 6 Review and Close

The course is 1 day long. 
 

Pre-requisites
 
There are no pre-requisites.
