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Effective Meetings

	Course Description
	Do you waste hours every week in meetings that do not keep to time, are unnecessary or that you shouldn't have been invited to in the first place?  Meeting are a simple process, but very few people learn how to run them effectively.

This course is designed to help delegates hold successful meetings that follow a clear agenda, keep to time and have specific action points at the end.

	Duration
	½ day 

	Who Should Attend
	Anyone who arranges or attends meetings on a regular basis.

	Course Content
	· Why do meetings go wrong?

· What are the objectives of every meeting?

· Roles within a meeting

· Inviting the right people

· Setting and distributing an agenda

· Minutes - do you need them?  If not, what is the alternative?

· How to close a meeting

· What needs to be done after the meeting

	Learning Objectives
	By the end of this course, each delegate will:

· Run an effective meeting that keeps to time and achieves it's objective

· Be able to create a clear and concise agenda 

· Understand the roles within a meeting and use these to keep meetings under control

	Approach
	This course is instructor led and includes:

· Breakout groups for creative brainstorming

· Pre-course assessment (questionnaire), on-course assessment (trainer observations and assignments) and post course assessment (action plan and post course discussion with manager or trainer)

Skills are extensively practised so that the delegates are ready to implement new skills on their return to work.

	Cost
	$225 member, $295 non member,  NZD per delegate plus GST
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