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Do your people have too many 
meetings? 

Are the meetings in your 
organisations to share 
information or make decisions? 

How do the meetings your 
people run contribute to making 
what matters happen? 

Successful managers and leaders will be required to chair and participate in a variety 
of meetings, all of which will consume a considerable amount of their time. Some of 
those meetings will cause frustration and they will ask questions as to the value of 
the time they invest, in fact research tells us that 48% of employees feel the meetings 
they attend are unfocused and a waste of their time. 
This one-day course has been designed to save your people time and money and 
is suitable for any manager or leader who wants to improve the way they and their 
teams use meetings to achieve positive outcomes, and agreed actions get done 
rather than filed! 

By the end of the day they will be: 
• Able to establish whether a meeting is necessary to achieve the desired outcomes 
• Able to plan and prepare meetings that achieve results
• Avoiding the games people play in meetings 
• Able to maximise networking opportunities when at a meeting 
• Using techniques to energise the meetings they organise 

To meet or not to meet?   
Identifying the opportunities to find an alternative way of not meeting to achieve the 
outcomes you require. 

Preparing to achieve 
The benefits of preparation when chairing or attending a meeting to ensure that 
things get done on time.

How people behave 
Avoiding getting caught up in the games people often play at meetings and what to 
do when you feel a game is starting. 

Handling challenging questions 
Developing techniques for handling the challenging questions you are faced with 
during a meeting so as to save face and set the agenda for the future. 

Networking for results  
Improving your chances of business success by developing your network during the 
meetings you attend. 

Team meetings   
How to improve the energy levels and engagement at the meetings you chair to 
inspire your team. 

Virtual meetings  
Exploring the options of a virtual meeting to save people time and money. 


