SKILLS FOR BUSINESS DEVELOPMENT
TRAINING SOLUTIONS 

081 437 8977

MEETINGS AND MINUTES MANAGEMENT SELFSTUDY

COURSE OVERVIEW 
This course will give you practical guidelines and tips on how to write correct, concise minutes. The workshop focus is on practical exercises that will help you build your confidence, and improve your ability to summarise and select the most important points when writing and compiling minutes. 

This course also looks at how you can prepare for, participate in and run effective meetings and negotiations and addresses some of the problems you may come across. It will help you get the best from every meeting you run or attend.

This Course is Aligned to the Following Unit Standards:

Aligned to US 13934 NQF Level 3 
DURATION

2 Weeks Self-study programme.  
TARGET AUDIENCE
· Newly appointed team leaders, supervisors, office support of administrative personnel

· Anybody wanting to develop a particular management skill 

These materials are designed to develop and update skills of potential, newly appointed and experienced supervisors, team leaders and managers, offering a choice of flexible, work based materials to improve individual and organisational performance.

OBJECTIVES
· Recognise the value of meetings and negotiating procedures 

· Prepare for and organise meetings efficiently 

· Participate effectively in meetings 

· Chair meetings effectively 

· State how to record and follow-up meeting 

· Be able to identify the objectives of meetings, the various types of meetings and the roles of the people who attend them 

· Know their responsibilities at a formal vs. an informal meeting 

· Know who should do what before, during and after a meeting 

· Know how a basic meeting should run, and how it achieves its objectives 

· Be able to explain and write a Notice of a Meeting as well as a Meeting Agenda 

· Describe various types of minutes and give guidelines for effective minute taking 

LEARNING CONTENT

Chapter 1. 
Overview of the Meeting Process

Introduction

Importance of Meeting Management

Structure for Three Types of Meetings

Selecting a Topic

Chapter 2. 
Organizing Your Message

Audience

Agendas and Meeting Objectives

Practice Exercise

Chapter 3. 
Conducting Information Meetings

Platform Conduct

Visuals

Preparation

Chapter 4. 
Preparing for Interactive Meetings

Why Have Meetings?

What's Wrong with Meetings?

Types of Meetings

Meeting Approaches

When to Have Meetings

Planning Interactive Meetings

Chapter 5. 
Meeting Roles

The Leader

The Facilitator

The Recorder

Participants

Leader and Facilitator Actions

Chapter 6. 
Dealing with Meeting Disruptions

Latecomers/Early Leavers

Silent/Shy Persons

Whisperers/Side Conversationalists

Talk-A-Lots

About Conflict


Chapter 7. 
Conducting Problem-Solving Meetings

Introduction

Purpose of Problem-Solving Discussion

Problem-Solving Meeting Objective

Leader Role in Problem-Solving Discussion

Problem-Solving Meeting Example: Neighborhood Park at Risk

Problem-Solving Meeting Practice: Saving Adolescents

Chapter 8. 
Conducting Decision-Making Meetings

Introduction

Advantages of Group Decision Making

Leader Role in Decision-Making Discussion

Gaining Consensus

Asking Questions

Questioning Techniques

Criteria Making

Comparing Alternatives

FEES

R1 290, 00

WE ARE NOW GOING GREEN: Easy and convenient: Course content will be sent to you via email. Help us save the planet by choosing this option.   
Kindly note:  There are no payment terms.
ENROLMENT FOR THIS PROGRAMME
 
To enrol for this course, kindly e-mail Julie at info@sbdstudies.org
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