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Introduction

Introduction to the course

Mast learners of Business Englisk need to participate in meetings of ore
t¥pe or another. They need to be equipped with a range ot skills and
language to help them anticipate and deal with many of the dithculties tney
will Face.

Eftective Meetingsis a practical and accessible course specilically desigred
0 develop these essential communication and language slells, 1t is divided
into eight units which deal progressively with the key stages of meetings,
from preparation through to decision malking and fellow up action, ' 'he
course ams 1o develop both compelence and confidence in a variery of
situations, sa that by the end ¢l (helr period of study _earners will have
acquirad the necessary skills to play an active role inmost kaads of
meetnigs,

Course components

Lhe course consists of four comr poenenis: g VOTL This SeadenUs Rook, an
audio cassette and a Teacher’s Boeok.

The VCD

The ¥CT is he cenlral component of Lhe course, TLconlaing
appraximately thirty minates of exiracts rom predessiona’ mectings, and
acts as a focus for all the activities contained in the Student’s Roolk.

The Student’s Book

The book consists of eight units which correspond tethose in the VO
Lach anit is divided into three sections: Conununication skills, Language
knowledge and Meetings practice, These focus or the kev meetings skilis
llustrated in the WVCD and on wseful languaze Sor performing these skills,
The Meetings practice section llows learners to put both communication
skills and lanznage knowledge inta practice in a variety of realistic tasks,
using their cwnideas and experience.

The audio casselle
This consists of extracts from additional meetings, and forms the basis of
listening zctivities in the Language knowledye secrion.
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The 'l'eacher’s Book

This buok contains handling notes Gir e Leacher, and includes extra
pholocopiable materials lor meetings practice.

The approach

Effective Mdveiiigs first illustrates a poor model of mectings practice in
order to demanstrate what can go wrong, and why. It Lhen nzeves on Lo
ool a good madel ol an elfeclive meeting. ' The VO s essentinl asthe
starting point for cach unit, andis designed to develep learnors” abintics in
Lo 1713111 Areds.

Communication skills

The ¥CD demonslrates skills such as opening a meeting. contralling the
direction, gelling vour views Across, active listening, dealing with
domunant socakers, and making decisions. These are Lhen analvsed and
practised with the support of the Student’s Book,

Language knowledge

Language areas such as linking, inte-rupting, asking questions, clar{ving,
asking for and giving opinions, agreeing, and recommending are presented
and practised in the Student™s Boo'e he audio ciossette s used to fursher
tllusleate and practise these areas.

Using the course

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

In the classtoom

Eack unit tekes he learner through the objectives of thal w'lin the three
areas of cammunication skills, language knowledge and meetings
practice. There is an intraduction designed two make the learners reflect on
Lheir own experience, and to anticipate the focus of the material which
tollows. Depending on tae needs of the group or the amounl of time
available, the course can either e Tollowed (o start Lo Ninmish or
concentrate an selecled units. The Meelings practice activilies ln the
Student’s Book provide relovant, contont-based praceice of the content of
euch unil. 'These activities are for either pairs or small groups, Wherever
possille they should be recorded an VCD or audio cassette w0 erable the
teacher to illustrate his or her comments when providing feedback.

Self-study

The YOI} -based activilies fcusing on communicalion skills have been

sveloped with the classraom in mind, Towever, mast of the questions
liave answoers i tae Answaer key, and inCieiduals can use the VCT ona
sell-access basis. The Language knowledge section can certainle be usetully
tollewed as sell-sludw 'The Mectings oractice section always invokees pair
work or group work, although preparation for lhese activilies could alse be
done for seli-stucly,
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Who's who in
Effective Meelings

................................................................................ D e L R R R P R R P P R Y P Y PR E )

Effective Megtingslovas at a series of meetings involving Iwo compunics,
{Jne is an advertising agency caled Lavell and Simons, and <he utheris a
publishing company called internavional Magarines.

Same ol the meelings are inlernal and take place within one or other ofthe
companies; sorme of The meelings are external and take place between
peaple from both cempanies. On these lwa pages, vou will see the people
whor are vt ved in Lhese meetings,

Lavell and Simons

The company

Lavell and Simons is a small

independent advertising

LAVE-LL agaency, based in Certra
Landen. it employs fourteen
full-time staff, and specializes

‘g- in clients in the media sector -

TV. radio. and newspaper

and magazine publishing.

The agency was founded in

1985 by Jlames Lavell and

Leo Simeons.

The people

Leo Simons Bella Daniels Steve Menton Zoe RudKin

Creative Director Account Director Art Director Designer

tl2 s raszansible ar haising 502 g in overall chzrgs ot Hz = the senor desigrer. d2 s She agz recerily oredias
with major clierts, cversesing client liaisan, and 125 spaecizl vy exporicaced, and has aperoy, and s the mostjuricr
all the agerzy’s advertis ng respansibility for developirg winrked closely with Leo o & memssr o the team. Sas s
carna gns, and making polioy neEw business, She rsports riarrber al swardawinning sU recaie g traiting, and is
dacisions, clitach iy Lo James Lave CEITPAENS. resporsitle o Slevs,
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International Magazines

The company

International Magazines is a
magazine publishing company,
based in West London, with
offices or distrbution centres
in most major European
capitals. It employs 120 staff,
about hall af them in the UK.
Amaong its recent titles are
Piay Days, PC Weskly, and the
men's health magazine,
Viralita.

The people

Chris Dawkins
Marketing Manager

He is in charge of international

sales and markst ng for the
who e compeny. Susan, Peie
#798 Anr rapart cirssil ta him.

Ann Margan

Promotions Manager

She s i charge of promat ng
all newy 1las pualished by the
comparry, sohesreleir any
new precLct ladnch is vl

Susan King

Sales Manager UK

She has been responsibls for
sales tor “hee las yoar and s
cagrgs of 2 amz ., LUt vary
rlyramic ans succassiul team.

Tina O"Connor

Area Fﬂanagar Iraland
Eheisin charge of 2 team of
six, bassad nDukln 5=
rzports ta Susan.

Pete Sutherland
Market Research Manager

He has saema long tme

bording up a suceessiu

‘egaarch ea T, waich osa-ates
lhroughoul Europe.

Franco Mowvelli
Area Manager |taly
He merages a teerm of £ig

based it Milan. He reports

to Susan.,

WHO’S WHO
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Introduction

1 Which of the fallowing Lypes ol meeling o vou al lendl?

Informaticn-giving  Problem solving Orhers (please specity)

Brainstorming Decisiom-maling
2 Whalmalkes a successtul meeting? Make a list of key tactors. Then compare
vour idcas with the checldist on page 6.
Communication skills
Pre-viewing 1 Read the VOD Mecting Coulexl.

VCD Meeting Context

The company The meeting

International Magazines
rublishes a range of titles
including the computer
magazine, PC Weekly.

IV

A& meeting of senior Sales and Markelirg personne’ nas suddenly
been calied. Intemal mestings fike this are usually chaired, but
quite informally. Because this meeting has been called at short
notice, nobady can be sure of the procedure it will follow.

The people

Pete Sutherland
Market Research Manager

Chris Dawkins
Marketing Manager

6 UNIT ONE

Ann Morgan
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Susan King
Sales Manager



Viewing

Post-viewing

¥

|

Watch Version 1 of Cae VCD {rom 0000 ta 02,11 Do Lhe parlicipants koow

what the meeting is abaut? What does cach person think?

Look back at your listin question 2 ol the lnvroduction, Does the vay Chris

handles s parl ol e meeting ooeel e crileria vou dden ided?

Now watch Version 2 from 02,12 to 03,52 How does Chris aporeach the

meeling fhis lime?

Flam luve the other parlicipants prepared tor the meeting?

Walch Lt versivns of the WCD Trora (0L00 e 23252 again. Ineach case,

aeves clen o Lk The meec (e weill proeed ¥

Lok at the cheddist below, Think of a recent mesting -hat voo have
attendad, and evaluate il according Lo 1he criteria in the chedd st Be
prepared to repart back briefly to other mentbers of the group

Checklist — what makes a good meeting?

Preparation
Hewve the garticioants aecn infarmec of: date, place, time, agerda.
oojentivas, specific proparation, cocumentation, specific roles?

Purpose
Dz the paslicipanl s
snere the same sxpectaticns?
fave cledr oo ectives?
understand the scope fimits of the reeling?

Procedure
Has the procecurs (formal chairiag. informal brainsicrming, ets.)
baen agraad?
Has the aganda been agreed and undarsiocd?
Arc: the timne | mits clear iduration. finisk Time, date and tims of
nzxt mect ngr?

Roles
Are the roles clearly understood?
Chairperscn — howe much cortral = appropriate?
I inutetsker — detal od minules or Jsta summary?
Part cipants — gereral andfor specific contributions?

Communication
Do all the parlicipsnls get & coanee to contrioute?
Iz there a clzar cirection to the meeting?
Mot partic’pants Lnocrstand esch other?
|z thare a positive atmasphere?
Iz thers a clzar cutcome ta the meeti-g?

WHY ARE WE HERE?
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Discussing and evaluating meetings

What do we call it?

i testing

i conference

o pet-togelbher

@ dlicn s

i chet

How do we organize it?
tor call a meeting

tosel W o meeliny

Who participates ?
chorperson (chetrmron/tharrorra )
participant

delegate
colfeagne

(o)

8 UNIT ONE

Language knowledge

CHERIS DAWKING

‘Good, se pow'll have seen from my
niento that thers are two areas I'a
fike to look at here today. Firstiy, the
reasons for these very poor results, and
secondly, whar action rée can ke

Listen to some views on the value of meetings, For cach extract, puta
ticlk (v} if the comment is positive, and a cross (%] if it's negalive.

1 Extractone
1 Exlract lw

O Tixrractthree

What's the atmosphere like?

psilive friemadly

enllaboreive pariiiTfive

cu-uperative

OR

Hegarive utifriendly
fostile corpetifive
wHconperafe

What do we do?

discnss brainsiors
negetiate exchuange ideas
propose recemmend
decide postpone
What do we talk about?
flapms f5tees
PR PHARERS
toprics sulrects

Find an opposite for the follnwing:

O Extract four
O Extractfive

O Extroctsix

What's the output?
mintios

PULHITTS

action

proceedings

What did we think of it all?
Fruftful nsefid
frroncluctive stmlating
feedprtuat Inferesting
pesifie

L N1

pointless fruitless
tseless vinproductive
baring @ waste of time

a stimulating

b bring forward

¢ decisive

d competitive

e open-ended

I pointess
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Uecide 3 the illywing expressiony ave formal (1Y) orinforma (1), In which

part al the meeting would vou expect e hear them?

Twould like W propose the molion, F

You should receive the minutes withina lew days.
Tthink we all got something oul ol that,
Wi've ot a lob Lo deal with Laday.
Thet was an extremely usetul discussion.
Isugaest we gel together forachal,

We wilt be circulating the conference proceasdings in due course, —
There gre three items on the agenda today,

Meetings practice

Prepare for the following mect ngs. [n cach case, identify:

a

the purposc of the mecting

b the roles of the participants

C

the best procedure to follow,

Write 4 memo to cach of the participants inviting them to the mecting and
indicating the subject and agenda.

Meeting A

Althongn the cverall pertormance of vour company has been positive,
one division has ~ecentlv reported a marked drop e sales. This
division used to be run successtully by Max Peters. UnZortunately he
left to joie ancther company. You promoted the Procuction Manager,
Andrew Mever, to telke over the division. According to the Sales
Manager, Alison Hlelden, Andrew is @ good engineer but not suited to
running a division. In addition. Max Peters seents to have taken ane or
two valued customers with Eim when he left the company. You plar o
call o meeting with both Andrew and Alison.

Meeting It

Your company has decided to mose friom its city-centre offices to a
mare remote, rural location. The company wants as little disruption 25
possible and is offering an attractive paczage including meeting
relocatica costs and the ietrocuction of astaff boous scheme. Hawewer,
there will inevitably be some redundancies as not 1l staff will be able or
willing to reloczte. [n preparation far this move, vou decide to call a
meeting with statf representatives. As Personnel Manager, vouwant to
cisure that staff are properky informed of all the options.

Group work

Now choose one ot the mecting situations, and role-play the mesting. Fach
membier of the group should have a clear role.

Make sure tae roles of chasrperson and, if possible, observer zre
represenied. The observer should nel pasticipate, but should use Lhe
checklist on page 7to evaluate the meeting in terms of preparation,
purpose, procedure, roles, and commeanication,

WHY ARE WE HERE?
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Introduction

I Maintaining conimunication between departments can be a problen ir
companies, particularly those which operate interaationzlly, Whal are the
most efficient methods of keepmyg in touch? Which do vou prefer, and why?

bea

[maging you are organizing a meeting designed to improve Lhe exchange of
information inside a company. ¥What content would vou includet Whal
procedure would vou cxpect the mezling o follow?

Communication skills
Pre-viewing 1 Raadthe VO Meeting Context, How woubld vouworganize the meeting?

VCD Meeting Context

The company The meeting
Intgmeat onal Magazines This s the Trst of & series of reguiar monthly meetings of
publizhes 2 rargs of tities Erea Sales Managers, held inthe UK and organized oy Pete
including PC Weekly and Sutherland. His idea is that at each meeting, one of the Area
Flay Days. Sales Managers will present an aspect of their work, and that
there wi | 38 a mare e“fective axchange of information about
Ihe ceampany's difllerent maraels,

&
Pete Suthedand Susan King Franco Movelll Tina 0'Connor
Market Research Manager Sales Manager UK Area Manager Italy Area Manager Ireland
He has arranged. and is She's not sure of Lhe value of He s Town nfar a senes of She has Nown in especialy for
chairing, the mest ng. this meeting. mectings in the UK. this reating.

10 UNIT TwO



Viewing 2 Walch Version 1 lrom (401 to (03349, As vou watch, make notes on what is
oy wrimg, ancl whe Use the headings inthe checklist to help oL

Checklist - organizing a meeting

The purpose of the meeting:

The roles of the particioants:

The procedure interms of agenda, timing and process:

3 Lookatthe hstofstepsfa glinvolved i opening g meceling. Tnoswhich
P £ I £ B
arder would vou expedt therm o Lake plage?
i .-‘kgru.‘.t:ingll|1:.: Iin1in|_u,ﬁ|~l|'lc e Lng
Allowating or conlivming e L‘.'i:lTlil'.ZiIT'rlrllH\ ruspansabilines
¢ Delining the oatpul or results
d Dul]iningI||L*:ig|:m'];5|
e Welcorming e parlicipants
[ Sta.ing the porpese or aobpechives ol the mecting
g Tntroducing the panicipants (where necessary

4 Watch Version 2 from 05340 to 08,22, As vou watch, identify the dilferent
steps and the order o which they happen. If necessary, stop and replay the

VD

3 Watch Version 2 again. As vou watch this time, comment on the way the
maesing has been organized, using the headings in the checklist above.

WHERE DO WE START? 11



