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Introduction

.....................................................................................................................................................................

Introduction to the course

Most learners of Business English need to participate in meetings of one
type or another. They need to be equipped with a range of skills and
language to help them anticipate and deal with many of the difficulties they
will face.

Effective Meetings is a practical and accessible course specifically designed
to develop these essential communication and language skills. It is divided
into eight units which deal progressively with the key stages of meetings,
from preparation through to decision-making and follow-up action. The
course aims to develop both competence and confidence in a variety of
situations, so that by the end of their period of study learners will have
acquired the necessary skills to play an active role in most kinds of
meetings.

Course components

The course consists of four components: a VCD, this Student’s Book, an
audio cassette and a Teacher’s Book.

The VCD

The VCD is the central component of the course. It contains
approximately thirty minutes of extracts from professional meetings, and
acts as a focus for all the activities contained in the Student’s Book.

The Student’s Book

The book consists of eight units which correspond to those in the VCD.
Each unit is divided into three sections: Communication skills, Language
knowledge and Meetings practice. These focus on the key meetings skills
illustrated in the VCD and on useful language for performing these skills.
The Meetings practice section allows learners to put both communication
skills and language knowledge into practice in a variety of realistic tasks,
using their own ideas and experience.

The audio cassette

This consists of extracts from additional meetings, and forms the basis of
listening activities in the Language knowledge section.

2 INTRODUCTION



The Teacher’s Book

This book contains handling notes for the teacher, and includes extra
photocopiable materials for meetings practice.

The approach

Effective Meetings first illustrates a poor model of meetings practice in
order to demonstrate what can go wrong, and why. It then moves on to
look at a good model of an effective meeting. The VCD is essential as the
starting point for each unit, and is designed to develop learners’ abilities in
two main areas.

Communication skills

The VCD demonstrates skills such as opening a meeting, controlling the
direction, getting your views across, active listening, dealing with
dominant speakers, and making decisions. These are then analysed and
practised with the support of the Student’s Book.

Language knowledge

Language areas such as linking, interrupting, asking questions, clarifying,
asking for and giving opinions, agreeing, and recommending are presented
and practised in the Student’s Book. The audio cassette is used to further
illustrate and practise these areas.

Using the course

All parts of the course are designed to work either as classroom material or
for self-study.

In the classroom

* Each unit takes the learner through the objectives of that unit in the three
areas of communication skills, language knowledge and meetings
practice. There is an introduction designed to make the learners reflect on
their own experience, and to anticipate the focus of the material which
follows. Depending on the needs of the group or the amount of time
available, the course can either be followed from start to finish or
concentrate on selected units. The Meetings practice activities in the
Student’s Book provide relevant, context-based practice of the content of
each unit. These activities are for either pairs or small groups. Wherever
possible they should be recorded on VCD or audio cassette to enable the
teacher to illustrate his or her comments when providing feedback.

Self-study

The VCD-based activities focusing on communication skills have been
developed with the classroom in mind. However, most of the questions
have answers in the Answer key, and individuals can use the VCD ona
self-access basis. The Language knowledge section can certainly be usefully
followed as self-study. The Meetings practice section always involves pair
work or group work, although preparation for these activities could also be
done for self-study.
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Who'’s who in
Effective Meetings

.....................................................................................................................................................................

Effective Meetingslooks at a series of meetings involving two companies.
One is an advertising agency called Lavell and Simons, and the otherisa
publishing company called International Magazines.

Some of the meetings are internal and take place within one or other of the
companies; some of the meetings are external and take place between
people from both companies. On these two pages, you will see the people
who are involved in these meetings.

‘Lavell and Simons

The company

Lavell and Simons i

independent advert

L AVE L L agency, based in Central
B London. It employs four

: full-time staff, and specialize
in clients in the media secto

. TV.radio, and newspaper
and magazine publishing.
The agency was founded in
1986 by James Lavell and

Leo Sunons.t

 Leo Simons la Da ~ SteveMenton ”ib’ekgjdkiﬁ‘ '

Creative Direc count Directc  AMtDhector 4 Destgner -

He is responsible for She is in overall charge of s She has recently joined the

with major clients, overseemg‘ lient liaison, and has special  very exper nd _' agency, and is the most junior

all the agency's advertising por ity oping worked cieseiy wmh Leoona member o’fthé‘mam; Sheis
i : rts number of award-winning still receiving training, and is

‘campaigns. . responsible to Steve.
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International Magazines

The company

' intemanonal Magazmes sa :‘ .
‘magazme publishing company,
 based in West London, with ;

offices or distribution centres

~ inmost major European -

capitals. It employs 120 staff,
about half of them in the UK.
Among its recent titles are
Play Days, PC Weekly, and the
men’s health magazine,
Vitalita.

The people

ChrisDawkins ~ SusanKing
Marketing Manager ~ Sales Manager UK
He is in charge of international  She has been esp
sales and marketing forthe sales f st ye:
whole company. Susan, Pete

~ Tina 0’Connor

new product launch 8
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Why are we here?

| Objectives

Communication skills To identify the features of a successful meeting :
o To identify the key communication skills for participatingin a
B - meeting and setting the agenda
Language knowledge Discussing and evaluating meetings
Meetings practice To practise calling a meeting

Introduction

1 Which of the following types of meeting do you attend?
Information-giving Problem-solving Others (please specify)
Brainstorming Decision-making

2 What makes a successful meeting? Make a list of key factors. Then compare
your ideas with the checklist on page 6.

Communication skills
Pre-viewing 1 Read the VCD Meeting Context.

' VCD Meeting Context

‘The company . : The meeting
International Magazines A meeting of senior Sales and Marketing personnel has suddenly
~ publishes a range of titles ~ been called. lnternal meetings like this are usually chaired, but
~ including the computer - quite informally. Because this meeting has been called at short
magazine, PC Weekly. _ _notice, npbody can be sure of the procedure it will follow.

‘The people

‘‘‘‘

Chris Dawkins Pete Sutherland Susan King Ann Morgan
Marketing Manager Market Research Manager Sales Manager Promotions Manager

6 UNIT ONE



Post-viewing

:.,.‘
Ly

g

Watch Version 1 of the VCD from 00.00 to 02.11. Do the participants know
what the meeting is about? What does each person think?

Look back at your list in question 2 of the Introduction. Does the way Chris
handles this part of the meeting meet the criteria you identified?

Now watch Version 2 from 02.12 to 03.52. How does Chris approach the
meeting this time?

How have the other participants prepared for the meeting?

Watch both versions of the VCD from 00.00 to 03.52 again. In each case,
how do you think the meeting will proceed?

Look at the checklist below. Think of a recent meeting that you have
attended, and evaluate it according to the criteria in the checklist. Be
prepared to report back briefly to other members of the group.

Checklist - what makes a good meeting?

Preparation
Have the participants been informed of: date, place, time, agenda,
objectives, specific preparation, documentation, specific roles?

Purpose
Do the participants
share the same expectations?
have clear objectives?
understand the scope/limits of the meeting?

Procedure
Has the procedure (formal chairing, informal brainstorming, etc.)
been agreed?
Has the agenda been agreed and understood?
Are the time limits clear (duration, finish time, date and time of
next meeting)?

Roles
Are the roles clearly understood?
Chairperson — how much control is appropriate?
Minute-taker — detailed minutes or just a summary?
Participants — general and/or specific contributions?

Communication
Do all the participants get a chance to contribute?
Is there a clear direction to the meeting?
Do the participants understand each other?
Is there a positive atmosphere?
Is there a clear outcome to the meeting?

WHY ARE WE HERE? 7



Language knowledge

CHRIS DAWKINS
‘Good, so you’ll have seen from my
memo that there are two areas I'd
like to look at here today. Firstly, the
reasons for these very poor results, and
secondly, what action we can take.

Listen to some views on the value of meetings. For each extract, puta
tick (v) if the comment is positive, and a cross (X) if it’s negative.

[0 Extract one
[0 Extract two
O Extract three

O Extract four
[0 Extract five

O Extract six

A

Language focus Discussing and evaluating meetings

What do we call it?

a meeting

a conference
a get-together
a discussion

a chat

How do we organize it?

to call a meeting
to set up a meeting

Who participates ?

chairperson (chairman/chairwoman)
participant

delegate

colleague

What’s the atmosphere like?

positive friendly
collaborative  participative
co-operative

OR

negative unfriendly
hostile competitive
uncooperative

What do we do?

discuss brainstorm
negotiate exchange ideas
propose recommend
decide postpone
What do we talk about?
items issues

points matters
topics subjects

What’s the output?
minutes

reports

action

proceedings

What did we think of it all?
fruitful useful
productive stimulating
helpful interesting
positive

OR

pointless fruitless
useless unproductive
boring a waste of time

8 UNIT ONE

Find an opposite for the following:

stimulating

o 8

bring forward

decisive

S e

competitive

o

open-ended

L

pointless




3 Decide if the following expressions are formal (F) or informal (I). In which
part of the meeting would you expect to hear them?

a Iwould like to propose the motion. _F

b You should receive the minutes within a few days.
¢ Ithink we all got something out of that.
d We've got a lot to deal with today.

e That was an extremely useful discussion.
f

8

h

I suggest we get together for a chat.
We will be circulating the conference proceedings in due course.
There are three items on the agenda today.

Meetings practice

1 Prepare for the following meetings. In each case, identify:
a the purpose of the meeting
b theroles of the participants
¢ the best procedure to follow.

Write a memo to each of the participants inviting them to the meeting and
indicating the subject and agenda.

ol Gmup wurk

Now choose one of the meeting situations, and role«p ay'the meetmg Each
member of the group should have a clear role. i
Make sure the roles of chairperson and, if posmble, observer BEC. s
represented. The observer should not participate, but should use the
checklist on page 7 to evaluate the meeting in terms of preparation,

purpose, procedure, roles, and communication.

WHY ARE WE HERE? 9



