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CCoonndduuccttiinngg  MMeeeettiinnggss      
CCooddee::  CT91-901 DDuurraattiioonn::  1 day 

SSeerriieess::  Business Management  PPrriiccee  $290 plus GST 

FFuunnddaammeennttaallss  ooff  ccoonndduuccttiinngg  mmeeeettiinnggss
The purpose of meetings 
Planning meetings 
Participating in meetings 
Closing meetings 

MMaannaaggiinngg  mmeeeettiinnggss
The role of leaders 
Decisions and ideas 
Eliminating groupthink 

CCoonnfflliiccttss,,  cclliimmaatteess  &&  ddiiffffiiccuulltt  

ppeerrssoonnaalliittiieess
Resolving conflicts 
Meeting climates 

CCoommmmuunniiccaattiinngg  aass  mmeeeettiinngg  lleeaaddeerrss
Communicating clearly 
Using effective language 

LLiisstteenniinngg  eeffffeeccttiivveellyy  aanndd  aasskkiinngg  

qquueessttiioonnss
Improving listening skills 
Asking effective questions 

CCoommmmuunniiccaattiinngg  nnoonnvveerrbbaallllyy
Nonverbal communication 
Interpreting nonverbal communication 

BByy  ccoommpplleettiinngg  tthhiiss  ccoouurrssee,,  ppaarrttiicciippaannttss  wwiillll  lleeaarrnn  hhooww  ttoo::    

Identify the benefits, types and misconceptions about meetings, plan a meeting, 
participate in a meeting, and close a meeting.
Identify the types of meeting leaders and the characteristics of an effective meeting 
leader, the process to follow when making decisions in a meeting, and explain how 
to identify and minimize groupthink in meetings.  
Identify the main causes of conflict and the ways to resolve conflict in meetings, 
and the common difficult personality types in meetings, and identify the 
characteristics of a positive and negative climate and the steps to build a positive 
climate when communicating.
Identify the ways to communicate clearly in a meeting, communication styles to 
avoid, and the ways to enhance relationships with participants.  
Identify the common barriers to listening effectively and the steps to become an 
active listener, and how to ask effective questions and the four types of questions 
that are helpful during a meeting.  
Identify different ways nonverbal messages can be sent, and interpret nonverbal 
communication and identify the steps to improve nonverbal communication.

PPrreerreeqquuiissiitteess:: None


