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	You must be able to: 

	1. Understand the administration of meetings.

	1.1 Describe the purpose of the meeting and who needs to attend.
	
	
	

	1.2 Explain why it is important to have a minimum number of attendees for a meeting.
	
	
	

	1.3 Explain ways to achieve maximum attendance at meetings.
	
	
	

	1.4 Explain the access, health, safety and security requirements relating to meetings.
	
	
	

	1.5 Describe how to set up the resources needed for a meeting.
	
	
	

	 1.6 Explain the responsibilities of the meeting chair and meeting secretary.
	
	
	

	1.7 Explain the difference between formal and informal meetings.
	
	
	

	1.8 Explain the legal implications of formal meetings.
	
	
	

	2. Be able to make administrative preparations for meetings.

	2.1 Book meeting venue, resources, and facilities in accordance with the brief.
	
	
	

	2.2 Collate documents needed for a meeting.
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	2.3 Distribute meeting invitations, documents and other meeting-related requirements within the timescale.
	
	
	

	2.4 Confirm meeting attendees and any special requirements.
	
	
	

	3. Be able to support the administration of meetings.

	3.1 Take action to ensure that the equipment allocated for use at a meeting functions correctly.
	
	
	

	3.2 Provide support to meetings in accordance with requests.
	
	
	

	3.3 Ensure the venue is restored to the required conditions after the meeting.
	
	
	

	3.4 Distribute meeting records promptly to the agreed distribution list.
	
	
	

	3.5 Carry out any follow-up actions in accordance with the brief.
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