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This course outline should be used to determine whether the course is appropriate for the student, based on current skills and training needs.

	Duration:

	 1 day

	Audience:

	Those who are required to run or attend meetings, and want to ensure they are effective and provide results.

	
Course Topics:

	

	· What is a meeting
· The cost of a meeting
· The effectiveness of meetings
· The purpose of meetings

· Seven Sins of Meetings

· Structure of a Meeting

· Types of meetings 

· Preparing An Agenda meetings

	· Individual Roles

· How to lead a Meeting

· Difficult meetings

· Difficult people 

· Post meeting & Minutes

· Action planning

	
At Course Completion delegates will be able to:


	· Explore the role of chairperson at a meeting

· Examine the roles of other people attending a meeting


	· Understand techniques of managing difficult people & meetings

· Practice either chairing a meeting of attending a meeting
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