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EFFECTIVE MEETING MANAGEMENT 

(MAKING MEETINGS WORK – HOW TO

PLAN, CONDUCT & MANAGE MEETINGS)

We are a meeting society - a world made up of

small groups that come together to share

information, plan, solve problems, make decisions,

or find out what went wrong with old ones. In a

typical workweek, meetings consume more time

than any other activity. As a facilitator, you are the

key to making these meetings productive. Keep in

mind that meetings are very expensive activities

when one considers the cost of labor for the

meeting and how much can or cannot get done in

them. Just think of all the decisions that have been

made at meetings that have directly affected your

life. 

LEARNING OUTCOMES
Acquire strategies for managing discussions and meetings

Learn how to incorporate employees in your plans and how to delegate responsibility

from meetings

Learn how to quickly and systematically guide your team to good results in

discussions

This programme will help you more effectively manage and facilitate meetings,

to ensure you get the results you are looking for, and also, provide the means

- an interactive process to get you there. Learn to maximize the time

investment when bringing people together to make decisions, solve problems,

develop budgets, plan projects, create policies and coordinate activities. In

this interactive seminar, you will develop and practice practical facilitation

skills for conducting efficient, effective, focused meetings that deliver the best

possible outcomes and results. 
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COURSE OUTLINE

Prec ise  object ive  of  the  meet ing
The importance  of  an  agenda and
how to  deve lop one
5 purposes  of  meet ings
What  should  you do before ,  dur ing  &
after  the  meet ing
Eva luat ing  the  meet ing  process
Fol lowing  up on d iscuss ions  and
meet ings

How not  to  set  as ide  the  company ’s
or ig ina l  goa ls
How to  avo id  sat is fy ing  personal
needs
The correct  t iming
How to  shorten meet ings
Usage of  v isua l  a ids  and how to
handle  other  meet ing  equipment
The secret  to  sa lvag ing  a  poor
meet ing  
T ips  for  managing  meet ings  you
attend 

SECTION 1:  MEETING ANALYSIS

SECTION 2:  WHY MEETINGS OFTEN
WASTE TIME

How not  to  set  as ide  the  company ’s
or ig ina l  goa ls
How to  avo id  sat is fy ing  personal
needs
The correct  t iming
How to  shorten meet ings
Usage of  v isua l  a ids  and how to
handle  other  meet ing  equipment
The secret  to  sa lvag ing  a  poor
meet ing  
T ips  for  managing  meet ings  you
attend  

Important  character is t i cs  of  a
cha irperson
Sty les  of  meet ing  leadership  
Se lect ing  part ic ipants
Opening  the  meet ing
Establ ish ing  ground ru les
The do ’s  and don ’ ts
C los ing  the  meet ing
Master ing  d i f f i cu l t  s i tuat ions  
Creat ive  methods  to  s t imulate
ef fect ive  problem so lv ing  
How to  ach ieve  ef fect ive
te leconferenc ing

SECTION 3:  WHY MEETINGS OFTEN
WASTE TIME

SECTION 4:  CHAIRING A MEETING
EFFECTIVELY

A  B I T  A B O U T  M E

S A N D R A  A N N E  G H O U S E

Sandra  i s  the  Founder /MD  of  3E  Tra in ing  &  Educat ion .  She
possesses  more  than  28  years  of  exper ience  as  a  Corpora te  Sof t
Sk i l l  Tra iner .  She  spec ia l i ses  today  in  Engagement ,  Enhancement
and  Empowerment  programmes  where  she  he lps  employees ,
ent repreneurs  and  marg ina l i sed  people  ( inc lud ing  re fugees )
inc rease  resu l t s  and  product iv i ty .


