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Mill 3 Unit L4Mill 3 Unit L4Mill 3 Unit L4Mill 3 Unit L4FFFF    
Pleasley Vale Business ParkPleasley Vale Business ParkPleasley Vale Business ParkPleasley Vale Business Park    

PleasleyPleasleyPleasleyPleasley    
MansfieldMansfieldMansfieldMansfield    

Notts NG19 8RLNotts NG19 8RLNotts NG19 8RLNotts NG19 8RL    
T: T: T: T: 01623 81101623 81101623 81101623 811    935 935 935 935 F: F: F: F: 01623 811 95701623 811 95701623 811 95701623 811 957    

www.xceedtraining.co.ukwww.xceedtraining.co.ukwww.xceedtraining.co.ukwww.xceedtraining.co.uk xceedxpectations 

Contact Us: 

xceedtraining 

Meetings are about getting results. Participation is about being actively 
present, contributing, and supporting others. In good meetings, 
participants' ideas are heard and group decisions are made. Great 
meetings generate enthusiasm, creativity and commitment. Regardless of 
the skills of the chairperson, it is the coming together of individuals as a group 
that achieves the results. This interactive workshop focuses on the individual participant’s 
contributions to meetings, enabling them to: 

• Recognise the need for, and the importance of, meetings 

• Appreciate the characteristics of ‘positive meeting behaviour’ 
• Be an active part of a group that has a collective purpose 

• Understand the impact of behaviour on the outcomes 

• Positively contribute to the thinking 

• Deal with conflict and disagreement 

• Supporting the ‘meeting’ to achieve its objective 

Who Will Benefit? 

Anyone who attends meetings where their contribution is required 

Course Outline 

• Why have meetings?    

• Characteristics of successful participants    

• The roles, responsibilities and authorities of those present    

• The agenda and why are you there?    
• Clarifying your objective and personal goals    

• Listening to understand     

• Asking effective questions    

• Different problem solving methods    
• Using assertive behaviour to state your case     

• Negotiation and disagreement  

• Giving and receiving criticism 

• Arranging and expressing your ideas  

• Choosing when to speak 
• Committing to the actions agreed in the meeting 

• Your participation after the meeting 

• Developing your personal action plan 

Duration 

1 Day 


