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Meeting Management

<"By F.John Reh, About.com <div dir="Itr" style="text-align: justify

div dir="Itr" style="text-align: justify">Meetings can be very productive. They can also>
be a waste of time. Here are some ways to improve your meeting management
skillMeeting Management Key - Stand PATI use a "PAT" approach to meetings. A
meeting has to have: a Purpose, an Agenda, and a Timeframe or I don't do it.You should
be able to define the purpose of the meeting in y or ¥ sentences at most. "This meeting is
to plan the new marketing campaign" or "this meeting is to review shipping's new policy
for handling returns." That way everyone knows why they are there, what needs to be
done, and how to know if they are successful Set an agenda. List the items you are going
to review/discuss/inspect. I like to assign a time limit to each agenda item (see below) and
identify the person responsible to speak or moderate the discussion.Set a timeframe at
the very least set a start and end time. I also recommend setting a duration for each item
in the agenda. These should total to the overall meeting timeframe.Don't WaitMeetings
need to start on time. Don't wait for stragglers to show up. When someone arrives late,
don't go back and review what has already been covered. That just wastes the time of
the people who showed up on time for the meeting If the meeting organizer,;sponsor
doesn't show up on time, consider the meeting cancelled and go back to work. How long
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to wait for the organizer to show up varies among companies, but I wouldn't wait any
longer than » minutesKeep and send minutesSomeone, other than the meeting
organizer, should keep minutes of the meeting. How detailed these are depends on the
nature of what is being discussed and the skill of the available note taker. If you set an
agenda in the first place, as you should have, the note taker can use that as an outline.
The minutes should record who attended, what was discussed, any agreements that
were reached, and any action items that were assigned.Soon after the meeting, usually
within v hours, the minutes of the meeting should be distributed to all who attended, any

invitees who did not attend, and anyone else effected by the discussion
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(knowledge .co.uk/public_speaking.html Public Speaking (or how to enjoy presentations
Bryant Hilton, Dell PR"Public speaking confidence can turn a former ordeal into a
rewarding plesure" courtesy of Ed Schipullt's sam on a Monday morning. Public speaking
couldn't be further from your mind and your manager tells you have to do a presentation
to fifty colleagues next week. What's your response?- Do you feel that public speaking is
just part of the routine?- Do you respond to the challenge and wonder how you can make
your presentation compelling, informative and inspiring?Or, like most people do you feel
you would rather die than stand up and be judged by the hard unforgiving scrutiny of your
fellow man and woman?- Is it possible to be an average presenter and learn the skills to
become an inspiring and entrancing speaker?- Is it possible to be totally terrified of the
mere thought of public speaking yet learn to relax and even enjoy it?Without a doubt, the
answer is YESIPublic Speaking on the Increaselt's a cliche to say that we live in an
information culture. But it's true! Never before has so much information been so readily
available. The rate of change and development is so fast that we have to work constantly
to 'stay ahead of the game'More than ever, people are having to present information to
others as part of this constant up-dating. People are being increasingly called upon to
present publicly their information to co-workers and other departments.To get ahead,
you have to present!But how often are we taught how to present? There are ¥y main areas
of skill:y) Skills of effective presenting use of teaching aids, use of the voice, structure and
so on.y) Self-management the ability to remain calm and composed in front of an
audience Learning these skills make a huge difference not only to the quality of your
public presentation but also to your enjoyment. Truly fantastic presenters are quite a rare
commodity, but that's only because most people never took the time to learn.Being an
excellent presenter will enhance your career, social life and your enjoyment of work in
general Great presenters can transform almost any subject into one of interest or even
inspiration. A friend once told me that the most entertaining and thought provoking
presentation they ever saw was about print processing! http:www.uncommon-

knowledge .co.uk/public_speaking.html
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