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Have you been to a meeting that was unorganized, chaotic and you really didn’t even know what the meeting was for? When the meeting finally starts you may or may not have been presented an agenda with a list of items to be discussed and the minutes from the last meeting which was months ago and you don’t remember it!! Then a bunch of talking happens for a while and then the meeting is over and you felt like you got no further than before you came and therefore a waste of time?

If so, this workshop is to help you avoid having meetings where people leave with the feeling they just wasted their time. In this workshop you will learn how to hold effective, efficient and meaningful meetings that are fun and exciting AND to move along the project for which you were having the meeting for to begin with.

The content of this workshop is presented through an actual meeting format. As a result, the participants will not only learn the theory behind effective meetings but also experience an “effective” meeting.

Following are the areas that will be covered in the workshop:

1. Developing a code of conduct for Meetings;
2. Preparing for meetings for both the meeting caller and the attendees;
3. Constructing a Meeting Agenda;
4. Parking Board;
5. Redirecting the commentary;
6. Role of Chair/Facilitator;
7. Brainstorming, Grouping, Prioritizing;
8. Decision-making process;
9. Gauging commitment & confidence of participants;
10. Dissemination of Meeting Minutes
