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e—Iearning Group of participants:
Managers and project leaders.

How to improve team Duraton: approx. 45 minutes
meeti ngs Language: [JE3

Ensure that no-one is just killing time in your team meetings. Learn how to
plan, organize and manage team meetings more effectively and for lasting

impact. Learn not only what the role of the faciliator is, but also what each

team member can do to make the meeting a success.

Learning objectives Contents

v/ Know why it‘s important to set the objective, topic and What do you think about team meetings?
agenda of the meeting in advance

What's it all about anyway?

v/ Learn how important the introduction and conclusion
are for the success of the meeting. Find out how to use
your facilitation skills to maximum benefit

Why does it always get out of hand?

What am | doing here?

<

Learn how to further optimize good meetings
P g & Who, me?

v/ Know how to deal with disruptions in a meeting Everyone does what they want!

Chit-chat

Good thing we talked about it

Always something in the air

Not again!
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