[image: image1.png]NEWBURY




	SKILLS OUTLINE

	MAKING MEETING MATTER 

	Meetings have become a way of life for many people in business today or certainly feature prominently in the diary. On many occasions, whether chairing or simply attending a meeting, there can be the feeling that the meeting lacks direction or is consuming too much time when there is so much else to do.

This support looks at the planning, structure and content of meetings and develops the skills needed to both take part in and chair such meetings.  



	Who for
	Managers and professionals who manage or attend meetings



	Objective
	To develop personal skills and confidence concentrating on: 

· Accurate audience analysis

· Establishing clear agendas  

· Structuring the content – succinct briefing


· Questioning and intervention techniques
· Maintaining control – dealing with people 

· Performance style 



	Content
	Delivery of agenda items, summary presentations, manage group discussion 

and draw conclusions. 

Materials used to include: 

· The Audience Analysis Circle 

· Message structure – The Two-Minute Briefing Structure
· Guidelines on Conducting the Discussion – the facilitator’s role
· Audience behaviours – handling conflict in meetings


	Skills Gained
	As a result individuals will have learned to: 

· Use strengths of personality and style to best advantage

· Present a clear message with impact 
· Gain control, intervene and lead discussion 

· Increase authority and confidence 

· Take part in and lead discussion at meetings 
· Ensure that future meetings are purposeful and fruitful 



	Participants
	Consultancy or as a one-day course for up to 6 participants 

This content is adapted to meet specific client needs
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