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Training Solutions for the Caring Employer
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  Committee Skills  - Running Effective Meetings





Maximise the effectiveness of your meetings  - eliminate time wasting and produce results. Aimed at those who chair or participate in meetings this will equip you with practical skills to remain in control and make your meetings worthwhile.





Outcomes: -


Recognise what makes a good meeting


Prepare for, structure and control effective meetings


Identify strengths and weaknesses of your own meetings


Maximise the skills of your committee


Produce clear minutes – and use them effectively



































 Course Outline: -























Self test  - just how good are we at participating in and running meetings?





Do I really need this meeting?





Meeting skills – setting objectives and planning a structure





Managing meetings – a chance  to develop committee skills





Key roles in meetings – where do you fit?





‘Problem’ participants –who are they and what do we do about them?





Agenda’s – Purpose, preparation and structure





Minutes – taking notes and writing up minutes





Putting it all into practice –a realistic simulation of an actual meeting 


Tel:01384 878287


( lynneh@ethicaltraining.co.uk











