Course Description

Some studies suggest that we spend 33% to 50% of our time in meetings, yet many of us regard them as too long,
frustrating, and a waste of valuable time. In this course you will learn what to do before, during, and after meetings in
order to accomplish more results with fewer, more engaging and productive meetings. You will learn the 11 key actions
effective facilitators use to conduct meetings that achieve desired results, including ways to handle disruptive behaviors
such as attacking, dominating, and side conversations.

Course OQutcomes

o Develop Agendas So Participants Are Prepared in Advance; Rank the Most Important Meeting Items; Allocate Time
Wisely

e Avoid Interruptions from Latecomers and Callers

e 5 Ways to Increase Participation

e Stop Disruptive Behaviors That Ruin Meetings Including Interrupting; Dominating; Attacking; Side Conversations;
Participants Who Get off the Subject; Participants Who Talk on and on; etc.

e Use the 11 Key Actions of Highly Effective Facilitators

e Use a Decision Matrix

e Use a Priority-Setting Tool

o lLead a Meeting and Get Positive Feedback

e Be a More Effective Meeting Participant

e Schedule the Next Action

Course Content

1. What to Do Before Meetings
e How to Develop Effective Agendas
e Handling Latecomers and Disruptive Calls in Meetings
e What Meetings Can and Cannot Do Well; 6 Types of Meetings

2. Effective Participant Roles and Behaviors
e The Behaviors Participants Use in Successful Meetings (Small Groups)
e The 9 Task Roles Effective Participants Use
e The 5 People Skills Effective Participants Use
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3. Effective Facilitator Roles and Behaviors
e Who Should Be the Facilitator?
e The 3 Roles of Highly Successful Facilitators

e The Behaviors Effective Facilitators Use (Small Groups)

e The 11 Key Actions Effective Facilitators Use Demonstrated in a Group
e Problem Solving Meeting

e 5 Ways to Get Participation

4. One Core Skill to Handle Disruptive Behaviors
e Demonstrate Core Skill and Elicit Model from Participants
e  Skill Background and How to Use It
e One-on-One “Interrupt and Redirect” Skill Practice

5. Decision Making, Priority Setting, and Action Tools
e Decision Matrix Tool
e  Priority Setting Tool
e Action Implementation Form

6. Skill Practice: All Participants Lead a Group Meeting

e Positive Feedback and Coaching Using 16 Point Checklist
e  Skills Summary and Assignment

Target Audience

Team Leaders, Supervisors, Managers, and anyone who wishes to achieve more results with fewer, better run meetings.
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Other Details:
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Payment to be made within 15 days from the date of the invoice.

All payments must be made by cheque/online transfer etc., drawn in favour of Sieger Training Consultants Pvt. Ltd. Sieger will charge on INR basis only.
Overseas clients will have to take care of all the training materials directly as briefed by Sieger Training. However, Sieger can procure some (which can be
transited) not all, on behalf of the client but any additional charges for custom clearance has to be taken care by client only.

Facilitators Travel & Food have to be taken care by the client

Clients will have to arrange LCD, Speakers, Mike on their own.

Cancellation of confirmed programmes shall be intimated one week in advance else 50% of the total charges shall be applicable.

Client will recognize the intellectual property rights of Sieger Training and such materials are not to be copied without prior written approval of Sieger Training.
Take all responsible steps to hold all Sieger Training copyrighted materials confidential to Client.

Guarantee that no training will be conducted using Sieger Training concepts or material is carried out for employees of Client and Client shall not use Sieger
Trainer's without the knowledge of Sieger Training Consultants (P) Limited.

Ensure that any materials of Sieger Training supplied to internal employee(s) are retained by Client and or returned to Sieger Training in the event that the
employee(s) ceases to be employed by the company;

Ensure that no substantive modification of course design or content occurs without the prior written permission of Sieger Training, which shall not be withheld
unreasonably;

Treat this agreement as confidential and not divulge its contents to third parties;

Inform Sieger Training of any internal procedures for the payment of invoices.
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