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	You must be able to: 

	1 Know about business meetings.

	1.1 Identify why meetings need to be held.
	
	
	

	1.2 Identify how meetings differ depending on their:
a) Purpose
b) Size
c) People involved
d) Organisational culture.
	
	
	

	1.3 Identify good meeting behaviours.
	
	
	

	1.4 Outline possible consequences of holding ineffective meetings.
	
	
	

	2 Know about planning business meetings.

	2.1 Outline how to define:
a) The purpose
b) Objectives
c) Outcomes of a meeting.
	
	
	

	2.2 State what points should be included in a meeting agenda.
	
	
	

	2.3 
Outline:
a) Information to be sent out before a specific meeting
b) Who it needs to be sent to.
	
	
	

	2.4 Outline the importance of planning room layout.
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	3 Know how to run a meeting.

	3.1 Outline the role of a chairperson.
	
	
	

	3.2 Identify ways to start a meeting effectively.	 
	
	
	

	3.3 Outline the benefits of taking meeting minutes.
	
	
	

	4 Know how to follow up after a meeting.

	4.1 Outline:
a) Information to be sent out after a specific meeting
b) Who it needs to be sent to.
	
	
	

	4.2 Identify ways of obtaining feedback on a meeting.
	
	
	

	5. Know how to deal with difficult issues in meetings

	5.1 Identify techniques to ensure that all attendees have the opportunity to speak in meetings.
	
	
	

	5.2 Give examples of situations where disagreements can arise in meetings.
	
	
	

	[bookmark: _GoBack]5.3 Identify ways to deal with disagreement or conflict in a meeting.
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