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Introduction
Effective meetings are a crucial aspect of any organizations success. Poorly coordinated
meetings waste time, reduce productivity, and lead to ineffective decision-making.
Mastering the skills of meeting coordination and management is essential for professionals
who want to enhance their ability to lead discussions, engage participants, and drive results.
This comprehensive five-day training course, provided by Gentex Training Center, equips
participants with the necessary tools to plan, execute, and follow up on meetings effectively.
Through a structured approach, attendees will gain the skills needed to manage meetings
with confidence and efficiency, ensuring optimal participation and productivity.

Effective Meeting Coordination and Management
Course Objectives
- Plan and structure meetings effectively to achieve clear objectives.

- Understand different types of meetings and their specific requirements.

- Develop strong facilitation skills to encourage engagement and productivity.

- Manage time efficiently to keep meetings on track.

- Utilize effective communication techniques to enhance participation and decision-making.

- Address and resolve common meeting challenges, such as conflicts and lack of
engagement.

- Implement best practices for virtual and hybrid meetings.

- Take actionable meeting minutes and ensure proper follow-up to maximize outcomes.

Course Methodology



This training program combines interactive discussions, case studies, group activities, and
hands-on exercises to enhance learning. Real-world scenarios and practical applications will
ensure that participants gain valuable insights and skills that they can immediately apply in
their professional settings.

Who Should Take This Course
- Managers and team leaders who conduct and oversee meetings.

- Professionals responsible for organizing and facilitating meetings.

- Project managers looking to improve meeting productivity.

- Administrative professionals who handle meeting logistics and minutes.

- Anyone interested in enhancing their meeting coordination and management skills.

Effective Meeting Coordination and Management
Course Outlines

Day 1: Fundamentals of Effective Meetings
- Understanding the importance of well-structured meetings.

- Identifying different types of meetings and their objectives.

- Establishing clear goals and expected outcomes.

- Creating effective meeting agendas and schedules.

- The role of a facilitator in meetings.

Day 2: Planning and Preparation for Successful
Meetings
- Defining roles and responsibilities of participants.



- Pre-meeting preparations and logistics.

- Selecting the right technology and tools for meetings.

- Setting time limits and managing time effectively.

- Techniques for engaging attendees before the meeting.

Day 3: Conducting Meetings Efficiently
- Techniques for keeping discussions focused and productive.

- Encouraging participation and managing diverse opinions.

- Handling disruptions and conflicts in meetings.

- Decision-making strategies in meetings.

- Enhancing communication and collaboration in virtual meetings.

Day 4: Meeting Documentation and Follow-Up
- Best practices for taking and structuring meeting minutes.

- Recording key points, decisions, and action items.

- Distributing minutes and assigning responsibilities.

- Ensuring accountability and tracking action items.

- Using follow-up meetings to reinforce objectives and progress.

Day 5: Advanced Meeting Management Techniques
- Evaluating meeting effectiveness and identifying areas for improvement.

- Implementing continuous improvement strategies.

- Leadership skills for successful meeting management.

- Techniques for managing high-stakes meetings.

- Applying best practices to real-world meeting scenarios.



Conclusion
By successfully completing the Effective Meeting Coordination and Management course at
Gentex Training Center, participants will gain the expertise needed to conduct meetings
that drive results, improve collaboration, and enhance productivity. This training will
empower professionals to implement best practices in meeting coordination, ensuring better
decision-making and greater efficiency in their organizations.


