
2 8 - 2 9  N O V  2 0 2 2  
•  9 A M - 5 P M •  

O N L I N E

EFFECTIVE MEETING MANAGEMENT 
(MAKING MEETINGS WORK – HOW TO
PLAN, CONDUCT & MANAGE MEETINGS)

LEARNING OUTCOMES
8 purposes of meetings and key elements of success
Assessing the effectiveness of your current meetings – “Self
Test”
Calculate wastages of your meetings and how to reduce it
Geometric Psychology – Understanding the participants
Right questions at the Right time
Complete 8 step guide to conduct an effective virtual meeting

Are unproductive meetings causing
WASTED TIME in UCSI?
Do you wish meetings you attend are
more fruitful?
Are you obtaining lower then optimum
results from meetings you chair?
If your answer is YES to any of the
questions above, then you must attend
this training immediately!
“DRIVING DYNAMIC MEETINGS”

To register, please submit the training requisition form (TRF) to
khairulizzuddin@ucsigroup.com.my or you may contact Khairul at Ext 2421 



COURSE OUTLINE

Prec ise  object ive  of  the  meet ing
The importance  of  an  agenda and
how to  deve lop one
5 purposes  of  meet ings
What  should  you do before ,  dur ing  &
after  the  meet ing
Eva luat ing  the  meet ing  process
Fol lowing  up on d iscuss ions  and
meet ings

How not  to  set  as ide  the  company ’s
or ig ina l  goa ls
How to  avo id  sat is fy ing  personal
needs
The correct  t iming
How to  shorten meet ings
Usage of  v isua l  a ids  and how to
handle  other  meet ing  equipment
The secret  to  sa lvag ing  a  poor
meet ing  
T ips  for  managing  meet ings  you
attend 

SECTION 1:  MEETING ANALYSIS

SECTION 2:  WHY MEETINGS OFTEN
WASTE TIME

How not  to  set  as ide  the  company ’s
or ig ina l  goa ls
How to  avo id  sat is fy ing  personal
needs
The correct  t iming
How to  shorten meet ings
Usage of  v isua l  a ids  and how to
handle  other  meet ing  equipment
The secret  to  sa lvag ing  a  poor
meet ing  
T ips  for  managing  meet ings  you
attend  

Important  character is t i cs  of  a
cha irperson
Sty les  of  meet ing  leadership  
Se lect ing  part ic ipants
Opening  the  meet ing
Establ ish ing  ground ru les
The do ’s  and don ’ ts
C los ing  the  meet ing
Master ing  d i f f i cu l t  s i tuat ions  
Creat ive  methods  to  s t imulate
ef fect ive  problem so lv ing  
How to  ach ieve  ef fect ive
te leconferenc ing

SECTION 3:  WHY MEETINGS OFTEN
WASTE TIME

SECTION 4:  CHAIRING A MEETING
EFFECTIVELY

A  B I T  A B O U T  M E

S A N D R A  A N N E  G H O U S E

S a n d r a  i s  t h e  F o u n d e r / M D  o f  3 E  T r a i n i n g  &  E d u c a t i o n .  S h e
p o s s e s s e s  m o r e  t h a n  2 8  y e a r s  o f  e x p e r i e n c e  a s  a  C o r p o r a t e  S o f t
S k i l l  T r a i n e r .  S h e  s p e c i a l i s e s  t o d a y  i n  E n g a g e m e n t ,  E n h a n c e m e n t
a n d  E m p o w e r m e n t  p r o g r a m m e s  w h e r e  s h e  h e l p s  e m p l o y e e s ,
e n t r e p r e n e u r s  a n d  m a r g i n a l i s e d  p e o p l e  ( i n c l u d i n g  r e f u g e e s )
i n c r e a s e  r e s u l t s  a n d  p r o d u c t i v i t y .

To register, please submit the training requisition form (TRF) to
khairulizzuddin@ucsigroup.com.my or you may contact Khairul at Ext 2421 


