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Managing Meetings
	Duration:
	2 half days

	Objectives:
	To develop the knowledge and skills to be able to manage and run effective meetings.

	Content:
	Types of meetings and their purpose

Planning of meetings

Preparing for meetings

· notification

· agenda

· resources

· research
Conducting meetings

· roles of meeting participants

· chairing

· minute taking
Dealing with difficult people

Reviewing meetings

Improving meetings

Effective meetings



