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BRING THIS IN-HOUSE
• convenience and less disruption
• confidential and directly relevant
• value for money
• time savings
• freedom of expression
• better interaction and effective learning

020 7242 6627

This interactive workshop is designed to give delegates practical
guidance on how to make meetings shorter, more productive and
effective. The essential ingredients include the importance of
preparation, pre-meeting papers, and a clear agenda.

The additional preparation required fomr the Chair including
keeping the meeting on track, managing the contributions,
facilitating discussion, timing and progression skills will also be
discussed. Note and minute taking, action points and follow-up
will be covered.

Delegates will discuss the range of meetings they take part in and
explore values and culture within their area of work and how to
build a meeting discipline in other people. This course has been
designed for eight delegates.

TRAINING METHODS

There will be short talks, role play, explanations and examples of
meeting techniques with video playback. Delegates will be
encouraged to explore the full range of meetings they attend;
identifying the ones they can influence and develop a plan to
improve the overall performance and discipline within their area
of responsibility.

COURSE CONTENT

• environment and energy
• preparation and pre-meeting papers
• agenda and a clear remit
• the skills of chairing and leading meetings
• dealing with common problems and the responsibilities of the
• meeting leader
• managing difficult people / situations
• action points, agreeing responsibilities within the team
• KISS techniques
• managing internal / external meetings with colleagues / clients
• post meeting action planning

• workshop sessions
- practical exercises based on participants own experiences
- role-play and feedback

TUTOR/S

Ian Mackay is an experienced trainer, consultant, project
manager, executive coach and workflow organiser. He has been
leading training courses and workshops since 1990 and has been
based in London for the last 8 years.

He has been researching “personal productivity” ideas
passionately for the last 18 years and this workshop features the
fifth generation of development in personal productivity systems.

Everything that he teaches in the course has been thoroughly
tried in practice and has been found to create enormous
productivity improvements.

Date: 15 October 2008 (4-8pm)
03 November 2008 (1-5pm)

Duration: Half Day
Cost: £155 + VAT

Business and Soft Skills Training.


