HOW TO CONDUCT PRODUCTIVE MEETINGS ?
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Executives spend 50 to 75 percent of their time at meetings

Do you want to have productive meetings ?

Do you want to increase your productivity ?

Come and attend A Special Workshop Conducted by Dr. John Lau, LtGE&T, District 51 (2001-2002)

Date:  Friday, 17 August 2001
Time:  7:00 p.m. to 9:00 p.m.

Venue:  Business Centre, PM/F. Empire Hotel

Fee:  HK$40.00 per head
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Telephone the chief executive officers at Top Fortune 500 companies and most likely their secretaries will tell you they are at meetings.

This is not an excuse to avoid talking to you.  Executives and even managers spend 50 to 75 percent of their time at meetings.   With the trend towards more employee participation in task groups and day to day decision making, even employees and supervisors are holding meetings frequently.  Leaders and members of civic, educational, religious, professional and community organizations also spend large amount of time in meetings.

Why are so many meetings held?  Meetings are a vital communication tool.  Good meetings have many positive results.  They produce understanding, eliminate confusion and uncertainty, generate ideas, and stimulate action.  Meetings clarify and reinforce goals and objectives, define roles and responsibilities, solve problems and disseminate information.  In many organizations, decisions are made at meetings, not by individuals.

This workshop will focus on:-   meeting planning, opening a meeting, handling a meeting, concluding a meeting and evaluating a meeting.

Methodology:  short lectures,  group case study and group presentations.

Workshop Leader:
Dr. John Lau is the Chief Executive of Acme Strategic Consultants Sdn Bhd.  He has 19 years of working experience working for MNC, negotiating business with corporate clients, helping to turnaround organizations for better profits and increasing market share.  Throughout his career, he has been actively involved in coaching, facilitating and consulting employees to achieve excellent performance. 
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