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Use of symbols in this book

This warning symbol indicates important points.

Wy
4
£

This symbol refers to other chapters with relevant information.

G

This symbol indicates important cultural points.
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This symbol indicates that a participant is speaking.

This symbol indicates that the chairperson is speaking.
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About this book

Meetings are held for a variety of reasons. To be effective, they should be constructive

and useful. Effective meetings have to be worked at, they do not just happen.

All meetings need to:

® be planned carefully

® be run efficiently

¢ involve effective, well-prepared participants
L}

This book is designed to help you to run meetings and participate effectively in
meetings in English. The book is divided into three parts.

be followed up.

Preparing the meeting
Reasons for the meeting
Planning the meeting

At the meeting
Contributing effectively
Chairing the meeting
Participating in the meeting
Intercultural meetings
Formal meetings

After the meeting

Following up the meeting
Reviewing and evaluating the meeting
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= Y Reasons for the
') | meeting

Participants need to understand why they are meeting before they can plan
efficiently.

There must be a reason for people to meet. There must be something that they are
hoping to achieve.

review progress brainstorm / share ideas

Purpose of the meeting present or exchange

information

negotiate

solve a problem make a decision
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Planning

The purpose of the meeting might be to discuss a plan for the future and could include:

e agreement and approval of the plan

¢ discussion of the implementation of the plan.

There will often be a large number of planning meetings before final agreement. For
example, most organisations prepare a formal annual plan for the following financial
year: a budget. Other meetings may be held to plan projects and strategies.

strategy action

project budget
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Brainstorming and sharing ideas
Meetings held for sharing ideas are sometimes called brainstorming sessions, where
everyone puts forward his/her ideas. In these meetings, participants are encouraged to

be as creative and wide-ranging as possible to collect the best and most comprehensive
range of options as a basis for then shortlisting ideas for serious consideration.

Presenting or exchanging information

The purpose is to give information to other people. This might involve giving a
presentation, followed by a question and answer session.

(See Business Skills Series: Presentations)

Making a decision

If the purpose of the meeting is to make a decision about something, there is usually:

¢ a statement of the decision reached
¢ agreement about who will take responsibility for various actions
* alist of action points at the end of the meeting, outlining what will be done.

PREPARING THE MEETING The Business Skills Series
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Problem-solving

Meetings held to solve a problem usually begin with a statement of the problem.
Participants then discuss their ideas for solutions, the advantages and disadvantages of
each proposed solution, and try to reach agreement on the best solution to use.

Negotiating

Two or more parties meet to negotiate in order to reach agreement or make a deal.

(See Business Skills Series: Negotiations)

Reviewing progress

In meetings to review progress, and to discuss and evaluate achievements, actual results
are compared with planned results.

When actual results are unsatisfactory, the meeting will probably discuss action to
improve the situation.

6 The Business Skills Series MEETINGS



Planning the
meeting

A meeting should be planned carefully. There are several matters to consider:

desired outcome

(objectives)
formal or participants
informal
potential date
problems
Planning the
meeting
8 location
papers equipment
facilities

PREPARING THE MEETING The Business Skills Series
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Desired outcome

In order for a meeting to be effective, it is necessary to think beforehand of the
objectives of the meeting. Individual participants should consider this when planning
and it is advisable for everyone to establish this at the start of the meeting.

Participants

The organiser needs to consider who should be present at the meeting and advise
everyone of the details.

Date

A meeting must be arranged at a suitable date. A meeting may fail to achieve its
purpose if it is held too late, or after a lengthy delay. For example, a meeting to resolve
a dispute should be held as soon as possible to prevent the dispute from getting worse.
A meeting to agree to a plan must be held in time to put the plan into effect.
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Location, equipment and facilities

The person who calls the meeting must decide where to hold the meeting and what
equipment will be needed, for example:

* computers
* overhead projector
e flip chart

¢ Dbeamer.

S/he must also check the facilities:

e [s there a room for refreshments?
e  Who will provide refreshments?

Papers for a meeting

For some informal meetings and for all formal meetings, it is usual to have:

¢ an invitation

* an agenda.

PREPARING THE MEETING The Business Skills Series 9



