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TOOLS FOR HIGHLY EFFECTIVE COMMUNICATION.

OUTCOMES “ When a team becomes more

aligned, a commonality of direction

« Individuals learn how to initiate, plan, and define the meeting’s emerges, and individuals’ energies

harmonize. There is less wasted

purpose
energy. In fact, a resonance or

* Individuals develop skills for effectively managing a productive synergy develops, like the coherent

meeting light of a laser rather than the
* Individuals learn how to implement effective follow-through and incoherent and scattered light of
produce results a light bulb.”

- Peter Senge

CHALLENGE: DO YOUR ORGANIZATION’S MEETINGS EFFECTIVELY BRING TEAMS
TOGETHER TO PROPEL YOUR BUSINESS FORWARD?

In many organizations, employees spend up to 40 percent of their time preparing for and participating in
meetings. As a result, it is mission-critical to your organization that meetings be productive and profitable.
With poor planning and unclear agendas, meetings lose focus and strain resources. This sets a stage where
people show up late for meetings or leave early, no one takes the lead, decisions are delayed, and worst of

all, people don’t take action after the meeting.
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EFFECTIVE MEETINGS PROPEL YOUR ORGANIZATION FORWARD

Ineffective meetings can swallow up time, energy, and most important of all, money. The trouble is that
meetings are a key component of day-today business. In order to propel your organization forward, meetings
need to be prepared effectively, proceed productively, and end with a clear plan of action. With the right
training and skills, you can ensure that meetings will be followed through with the kind of commitment and

accountability that improves interpersonal skills and increases productivity.

THE SOLUTION: MEETING ADVANTAGE WORKSHOP

In a business world driven by results and performance, you have to make meetings work to your advantage.
Meeting Advantage workshop teaches you how to plan effectively by frontloading before a meeting, focusing
productively during the meeting, and following through successfully after the meeting. When your meetings are

relevant and tightly focused, you can navigate all of the challenges your business faces.

Whether it's managing a large project across teams, improving

communication, or addressing difficult situations, you can give your Erontload
rontloa

employees the skills to increase accountability and productivity.

This workshop is based on proven principles of effective communication j i

and is designed to sharpen the written, verbal, and interpersonal skills Focus

of each member of your organization, building a solid foundation of !

organizational excellence.
Follow Through
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PROGRAM SCHEDULE

8:00 a.m. - 8.30 a.m. Registration
8:30 a.m. - 5:30 p.m. Introduction
Initiate, plan and define the meeting purpose
Steps to frontload high-focus meetings
Meeting methods and how to select an appropriate meeting-focus
Meeting ground rules
Meeting Advantage Planner
Effective follow-through to achieve results

Road Map Review & Conclusion

Coffee Breaks: 10:15 - 10:30 a.m. and 3:00 - 3:15 p.m.
Lunch Break: 12:00 - 1:00 p.m.

For more information, contact
Tel.: 0 2728 0200

E-mail: info@pacrimgroup.com
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