
 

 

 

 

 

 

 

 

 

 

Conduc琀椀ng E昀昀ec琀椀ve Mee琀椀ngs  
 

Mee琀椀ngs play a role, in organiza琀椀ons that aim to achieve their goals e昀昀ec琀椀vely. It is vital for organiza琀椀ons 
to conduct mee琀椀ngs that're both e昀케cient and e昀昀ec琀椀ve as this helps save 琀椀me that can be u琀椀lized for 
produc琀椀ve tasks. The purpose of this training session is to enhance the e昀昀ec琀椀veness of mee琀椀ngs. 
Speci昀椀cally, it aims to assist teams and individuals in understanding their roles during mee琀椀ngs while also 
elimina琀椀ng mee琀椀ngs caused by planning, poor communica琀椀on and counterproduc琀椀ve behavior. 

By a琀琀ending this training session, you will gain the skills needed to organize mee琀椀ngs within your 
organiza琀椀on. Addi琀椀onally, you have the 昀氀exibility to tailor the training session according to your industry 
and organiza琀椀ons speci昀椀c requirements. 

 

 



Course Overview 

This course is designed for individuals who want to learn about the principles and tools used by facilitators 
to enhance mee琀椀ng produc琀椀vity. 

 

Throughout this one-day course par琀椀cipants will learn how to; 

 

• Plan and manage mee琀椀ngs e昀昀ec琀椀vely. 
• Understand facilita琀椀on concepts and apply them in prac琀椀ce. 
• Communicate e昀昀ec琀椀vely during mee琀椀ngs. 
• Foster a safe environment for discussions. 
• Adapt mee琀椀ng Informality based on the context. 

 

 

Recognizing the value of conducted mee琀椀ngs as a management tool. 

To ensure the professionalism, e昀케ciency and e昀昀ec琀椀veness in your mee琀椀ngs it is crucial to understand their 
value. The collabora琀椀on, between departments within your organiza琀椀on not fosters crea琀椀ve thinking but 
also aids in coordina琀椀ng e昀昀orts and planning. Our team of trainers will emphasize the signi昀椀cance of 
mee琀椀ngs for an organiza琀椀on. Provide par琀椀cipants with valuable insights on their ac琀椀ve involvement. 

 

Enhancing communica琀椀on among mee琀椀ng 

Par琀椀cipants is an aspect covered in this session. Par琀椀cipants will acquire powerful communica琀椀on skills 
that contribute to more produc琀椀ve and e昀케cient mee琀椀ngs. 

 

Recognize the cri琀椀cal planning step that makes mee琀椀ng 琀椀me more e昀昀ec琀椀ve  

During this segment par琀椀cipants will gain an understanding of this step and how to incorporate it into 
their mee琀椀ng planning process. 

 

Iden琀椀fy process tools that can help create an open and safe forum for discussion  

The session highlights process tools that facilitate secure forums for discussion. U琀椀lizing these tools can 
signi昀椀cantly enhance the e昀케ciency and outcomes of mee琀椀ngs allowing you to organize sessions without 
was琀椀ng any 琀椀me. If your objec琀椀ve is to achieve results and improve performance, within 琀椀meframes this 
sec琀椀on is tailored speci昀椀cally for you. 

 



Understanding the level of formality or informality, in mee琀椀ngs  

The nature and purpose of a mee琀椀ng will greatly in昀氀uence whether it should be formal or informal. You 
have the op琀椀on to choose between an informal mee琀椀ng based on what you aim to accomplish during the 
session.  

 

Developing and Prac琀椀cing Strategies for Dealing with Unproduc琀椀ve Behavior  

During this segment our trainers will share their experiences. O昀昀er e昀昀ec琀椀ve solu琀椀ons, for managing such 
issues.  

 

Conclusion  

As we conclude the session your team will have an opportunity to ask ques琀椀ons and create an ac琀椀on plan. 

 

 
 

 
 

 

Visit https://paramounttraining.com.au for more information or call 1300 810 725 

 

 

 

 

 

 

 

 


