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INTRODUCTION

As with so many things in life and work, the better prepared you are, the more impact you are likely to
have in any meeting.

Your team will look to you to help them make sense of wider organisational commu s, and to
understand the implications for the team as a whole. It is important to confirm w
discussed and agreed, and to make a commitment about what the next steps wil
who will take responsibility to deliver specific actions, ensuring that everyone is clea
the timescales involved.

Leading meetings is an important aspect of a manager’s role. Wh ur meetings are for
structured, or informal and flexible. Meetings which lack direction eliver outcomes ar
of everyone’s valuable time. It is therefore essential that the meetings are well planned, f
and result in real action.

anning and preparation for a meeting,
ing completed following a meeting.
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GUIDANCE

This document is prepared to break the unit material down into bite size chunks. You will see the learning
outcomes above treated in their own sections. Therein you will encounter the following structures;

m Explains why you need to study the current section of material.
are put off by material which does not initially seem to be

profession. Once you understand the importance of new |

embrace the concepts more readily.

often learners
t to a topic or
or theory you will

of the examples given resem i i your way, so

Questions should not i ermined to learn. Please do take the
i the order in which they are presented.
nd confidence is built upon previous

it is important that the answers to
t your Unit Tutor if you need help.

by undertaking the challenges. A challenge
orm an exercise. An alternative challenge
other form of research.

Challenge

ful supplements to your distance learning efforts.
will help you then it will be hyperlinked at the appropriate
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Meetings

Definition of a Meeting

'A gathering of people for a particular purpose' (Merriam-Webster Dictionary)

'An occasion when people gather to discuss things and make decisions, either in pers
the internet etc.” (MacMillan Dictionary)

Purpose of a Meeting?

You can be certain that ‘meetings for meetings sake' will not please
clear purpose. There needs to be an apparent reason to bring peo
decisions on pre-determined issues.

ther to discuss and

Well-organised and well-managed meetings are importan
opportunity to meet to develop group cohesion and d

enable progress to be measured towards various ag
facilitate group decision-making. Properly pl
results focused, and motivating.

eetings can be'efficient, effective,

Reasons for having meetings include:

time with participants leaving the meeting with a sense
meeting. Everyone should be clear on the actions

pose or goal
e Key people a vailable.
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List the different kind of meetings that typically take place in organisations.

ecision-making meetings, informational
ist may have included examples such as:

e Committee meetings

e Business meetings (with, clients, colleagues, etc.)
e Co-ordinating meetings

e Planning meetings.
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