Meetings that Matter
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“Unclear objectives, lack
of team communication
and ineffective meetings
are among the top time
wasters that workers
around the world say
make them feel unproduc-

tive for as much as a third
of their workweek on
average.”
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Education
Meetings are a critical part of equal justice ad- where
vocates’ work. Whether we are engaged in Non Profit Center
large scale social change initiatives or planning 89 South St.

the agenda for an upcoming staff or unit meet-
ing, meetings are the forum in which people

come together to get collaborative work done.

This training reviews the essentials of meeting
design, facilitation and collaborative problem-
solving and decision-making. Participants will
learn how to plan, conduct and follow through
on meetings that maximizes the time, creativity

and expertise of everyone who attends.

Learning Objectives

Through this training, you will learn how to:

e Plan aresults-oriented meeting agenda

e Choose appropriate methods for making

decisions

e Utilize effective meeting facilitation skills

that encourage participation and creativity
e Keep meetings focused and on track
e Establish honest and open communication

e Create effective action plans to ensure fu-

ture success

Boston, MA 02111

dates
April 6-7, 2010

times
Day 1:
9:00 a.m.—5:00 p.m.
Day 2:
8:30 a.m.—4:00 p.m.

day 1 agenda
¢ Introduction & Context

« Elements of effective
meetings

o Alternative decision-
making models

¢ Planning the agenda

e Basic meeting facilitation
skills

e Meeting practice

day 2 agenda
e Group development

¢ Dealing with challenging
meeting behaviors

e Collaborative problem-
solving

e Meeting practice

e Taking it home




