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 (
MEETING MANAGEMENT
)
 (
Administrative Skills
)


This eLearning is designed to give your participants the basic tools you need to initiate and manage their meetings. They will learn planning and leading techniques that will give then the confidence to run a meeting that will engage the attendees and leave a positive and lasting impression. Through this eLearning your participants will learn the needed skills in planning and implementing a successful meeting. 
The Meeting Management eLearning will explore how to reduce waste and make meetings more efficient. This is a hands-on eLearning and your participation will help make it a valuable experience. Use this time to begin the process of developing your skills along with other participants who share the same desire to improve their meeting management skills.
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	ELEARNING OBJECTIVES
· Planning and Preparing.
· Identifying the Participants. 
· How to choose the time and place.
· How to create the agenda. 
· How to set up the meeting space.
· How to incorporate your electronic options. 
· Meeting Roles and Responsibilities.
· Use an agenda.

	
· Chairing a Meeting.
· How to deal with disruptions. 
· How to professionally deal with personality conflicts. 
· How to take minutes.
· How to make the most of your meeting using games, activities and prizes.
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	PRE-ASSIGNMENT	Comment by ALICIA BUCKNO: No Pre-Assignment
The purpose of the Pre-Assignment is to get participants thinking about the time management strategies they are already using and where they need to improve.
· What are your biggest time wasters?
· What are you currently doing to manage your time?
· What could you be doing better?
· If you came away from this workshop with only one thing, what would that be?
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	CASE STUDY EXAMPLE
[bookmark: _GoBack]Ken and Gina were discussing several ideas for a new campaign slogan at their advertising firm. The boss had asked them to complete the task and they were feeling a great deal of pressure. They had issues communicating their ideas, until Ken suggested they use the STAR acronym to get their respective messages across. Gina agreed and together they worked on the Situation, Task, Action and Result of their messages to communicate their ideas in a better way. Gina and Ken were happy when they’d completed their brainstorming session because the STAR acronym had allowed them to communicate several brilliant ideas for the new advertising campaign. 
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	ADVANCE DISCUSSION EXAMPLE
Background: On the surface, it looks like the Cabo Service Center looks as though things couldn’t get any better. Sales are up, and the customers are happy. 
Behind the scenes: Things are far from cheery at the Cabo Service Center. Employee’s have their head down because of continuous fighting and hurtful sabotage. Someone altered performance numbers. The lead rep knows it is only a matter of time before the issue comes to a head.
· How could appreciative inquiry help the lead rep and employees?
· What things might the lead rep and employees discover in the design and dream phases?
· What might the design and destiny phases look like for the lead rep and employees?
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