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Running Effective Meetings
Course Overview

To run and participate in successful and rewarding meetings it takes a lot more effort than turning up on time. This programme will equip you with the necessary planning tools to ensure that you contribute effectively. Meetings are an excellent communication tool but the programme will also align you to developing work place relationships and raise your awareness to communication transactional analysis and cultural differences. 

What you will learn

· Defining the purpose of the meetings

· The role of the chair

· The role of  members

· Planning for a meeting, tools and documentation to support the meeting

· Dealing with challenging behaviour

· Decision making techniques

· How to ensure that meeting are efficient and effective

· Evaluation, and continuous improvement methods
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PLEASE CONTACT US TO FIND OUT MORE
TEL: 07905 598 165

