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Course Introduction / Overview:

This comprehensive Professional Meeting Management and Collaborative Productivity Techniques
Training Course, offered by BIG BEN Training Center, is meticulously designed to transform how
organizations conduct their meetings, moving beyond mere attendance to achieving tangible,
productive outcomes. In today's dynamic business landscape, effective meetings are not just
gatherings but critical platforms for decision-making, innovation, and team collaboration. This
course delves into the core principles of meeting management, equipping participants with
advanced strategies to plan, facilitate, and follow up on meetings that truly drive organizational
productivity. Drawing inspiration from management thought leaders like Peter F. Drucker,
particularly his insights in "The Effective Executive,” we emphasize the importance of focused
effort and clear objectives in all professional interactions. Participants will master techniques for
setting clear agendas, fostering active participant engagement, and leveraging modern meeting
technology to enhance collaborative productivity. The curriculum addresses the complexities of
virtual and hybrid meetings, ensuring that professionals can navigate diverse environments with
confidence and skill. By focusing on practical application and real-world scenarios, BIG BEN
Training Center ensures that attendees gain actionable insights into improving meeting ROI,
streamlining communication, and cultivating a culture of efficient meetings. This program is an
essential investment for any professional seeking to elevate their leadership in meetings, enhance
team synergy, and contribute significantly to their organization's overall workplace efficiency and
professional development, ultimately fostering a more productive work environment.
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Target Audience / This training course is suitable for:

Team Leaders and Managers.

Project Managers and Coordinators.

Department Heads and Supervisors.

Executive Assistants and Administrative Professionals.

Anyone involved in planning, leading, or participating in meetings.

Professionals seeking to enhance their collaborative productivity.

Individuals aiming for professional development in communication and facilitation skills.

Target Sectors and Industries:

¢ Information Technology and Software Development.

¢ Financial Services and Banking.

¢ Healthcare and Pharmaceuticals.

e Manufacturing and Engineering.

e Consulting and Professional Services.

e Education and Training.

e Government Agencies and Public Sector Organizations.
e Non-Profit Organizations.

¢ Retail and E-commerce.

e Media and Entertainment.

Target Organizations Departments:
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Human Resources Departments.

Project Management Offices (PMO).
Operations Departments.

Sales and Marketing Departments.
Research and Development (R&D) Teams.
Executive Leadership and Administration.
IT and Digital Transformation Departments.
Customer Service and Support Teams.
Strategic Planning Departments.

Cross-functional Collaboration Teams.

Course Offerings:

By the end of this course, the participants will have able to:

Design and implement effective meeting agendas with clear objectives.

Master advanced facilitation skills to ensure active participant engagement and productive
discussions.

Navigate and resolve conflicts constructively within meeting environments.

Utilize modern meeting technology and collaboration tools for virtual and hybrid settings.
Improve decision-making processes and achieve consensus efficiently.

Track action items and ensure accountability for post-meeting follow-up.

Measure meeting effectiveness and demonstrate a positive return on investment.
Foster a culture of collaborative productivity and workplace efficiency.

Enhance personal and team time management during meetings.

Develop strategic meeting planning capabilities for complex organizational initiatives.

Course Methodology:
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BIG BEN Training Center employs a highly interactive and practical training methodology for this

Professional Meeting Management and Collaborative Productivity Techniques Training Course.
Our approach emphasizes experiential learning, moving beyond theoretical concepts to real-world
application. Participants will engage in a dynamic blend of interactive sessions, group discussions,
and practical exercises designed to simulate actual meeting scenarios. Case studies, drawn from
various industries, will be analyzed to provide insights into common challenges and successful
strategies in meeting management and team collaboration. Role-playing activities will allow
attendees to practice meeting facilitation, conflict resolution, and participant engagement
techniques in a safe and supportive environment. We integrate the use of contemporary meeting
technology and productivity tools, offering hands-on experience with platforms relevant to virtual
and hybrid meetings. Continuous feedback mechanisms, including peer reviews and instructor
evaluations, will be provided to reinforce learning and encourage skill refinement. This
methodology ensures that participants not only understand the principles of effective meetings but
also develop the confidence and practical skills necessary to implement them immediately,
significantly enhancing their collaborative productivity, improving workplace efficiency, and
supporting their ongoing professional development.

Course Agenda (Course Units):

Unit One: Foundations of Effective Meeting Management
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Understanding the strategic purpose and types of business meetings.

Defining clear objectives and measurable outcomes for every meeting.
Crafting comprehensive and time-bound meeting agendas.

Identifying and assigning roles: facilitator, scribe, timekeeper, and participant.
Pre-meeting preparation: logistics, invitations, and material distribution.
Analyzing common meeting pitfalls and how to avoid them.

Establishing ground rules and meeting etiquette for productive discussions.

Unit Two: Mastering Meeting Facilitation and Participation

Techniques for dynamic participant engagement and fostering active discussion.
Strategies for managing challenging behaviors and resolving conflicts constructively.

Effective time management during meetings: pacing, transitions, and adherence to
agenda.

Implementing structured decision-making frameworks and achieving consensus.
The art of active listening, questioning, and providing constructive feedback.
Facilitating brainstorming sessions and creative problem-solving.

Summarizing key points and confirming action items during the meeting.

Unit Three: Leveraging Technology for Collaborative Productivity

Exploring and selecting appropriate virtual and hybrid meeting platforms.

Utilizing digital collaboration tools for pre-meeting preparation and post-meeting follow-up.
Interactive presentation techniques and digital whiteboards for engagement.

Ensuring data security, privacy, and compliance in online collaboration environments.
Best practices for optimizing audio, video, and connectivity in remote meetings.

Managing virtual breakout rooms and polls for enhanced interaction.

Integrating meeting technology with project management and communication tools.

Unit Four: Advanced Strategies for Productive Outcomes
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Designing and facilitating high-impact workshops and strategic planning sessions.

Strategic meeting planning for complex projects, board meetings, and executive reviews.

Measuring meeting effectiveness, participant satisfaction, and return on investment (ROI).

Implementing robust action item tracking, accountability, and follow-up systems.

Integrating meeting outcomes seamlessly into organizational workflows and project
timelines.

Techniques for post-meeting communication and documentation.

Conducting effective post-mortem analyses for continuous improvement.

Unit Five: Cultivating a Culture of Collaborative Excellence

e Leadership's pivotal role in championing and modeling productive meeting habits.

e Developing and implementing a comprehensive meeting charter and organizational
guidelines.

e Strategies for continuous improvement in meeting practices across the organization.
e Fostering psychological safety, inclusivity, and diverse participation in all meetings.

¢ Building a high-performance collaborative environment through effective meeting
governance.

e Assessing organizational meeting culture and identifying areas for enhancement.

e Sustaining long-term productivity gains from optimized meeting practices.

FAQ:

Qualifications required for registering to this course?

There are no requirements.

How long is each daily session, and what is the total number of training hours
for the course?

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including
breaks and interactive activities, bringing the total duration to 20 - 25 training hours.

Something to think about:
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In what ways can a deliberate shift from traditional meeting structures to agile, outcome-focused

collaborative sessions fundamentally reshape an organization's innovation capacity and
competitive advantage?

What unique qualities does this course offer compared to
other courses?

This Professional Meeting Management and Collaborative Productivity Techniques Training
Course stands out by offering a holistic and deeply practical approach to transforming meeting
culture, rather than just providing a checklist of best practices. Unlike generic offerings, BIG BEN
Training Center’s program integrates cutting-edge insights into virtual and hybrid meeting
dynamics, recognizing the evolving nature of modern work. We move beyond basic facilitation
skills to delve into strategic meeting planning, ensuring that every gathering contributes directly to
organizational productivity and business objectives. The course emphasizes the critical link
between effective meetings and overall workplace efficiency, providing participants with actionable
strategies for measuring meeting ROI and fostering a culture of continuous improvement. Our
focus extends to advanced collaborative productivity techniques, empowering professionals to
leverage technology not just as a tool, but as an enabler for enhanced team synergy and decision-
making. By combining academic rigor with real-world scenarios and practical examples, this course
equips participants with a comprehensive toolkit to lead, participate in, and optimize meetings that
truly drive results, enhance cross-functional collaboration, and foster significant professional
development across their careers
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