
Successful Meetings and Minutes

If you work as a Secretary, Administrator, PA, EA 

or Office Manager for instance, your role may 

involve taking notes or minutes at meetings. 

IS THIS FOR YOU? 

ABOUT THIS COURSE 

Benefits

 Harness the power of productive meetings

 Understand the need for different types of
meeting

 Clarify the roles of chair, attendee and
minute taker

 Understand the logistics required for
arranging meetings

 Plan and prepare to ensure every meeting
has a clear focus

 Organize others to increase meeting
efficiency

 Clearly document key points

 Understand how to feedback actions

 Determine the output of each meeting in
no uncertain terms.

There are three lessons in this course: 

Lesson One:

Lesson Two:

Lesson Three:

COURSE DURATION: AROUND 6-8 HOURS 
(Actual course duration will vary from individual to 
individual, based on prior skills and application) 

To find out more about this or any of our 
courses, speak to one of our course 
advisors.

CPD POINTS: 8 

Call + 965 22408069 - + 965 97229424
or visit www.pitman-training.com.kw


