
Course benefits:
Participants benefit from:
•	 A	good	understanding	of	different		 	
	 meeting	types	and	how	to	effectively		 	
	 deliver	these
•		Practical	meeting	planning	
	 and	preparation	tools	for	a	variety		
	 of	meeting	types
•	 A	solid	understanding	of	how	to		 	
	 apply	and	vary	these	tools	for		
	 best	results
•		An	awareness	of	their	personal		 	
	 meeting	style	and	how	they	may	flex		 	
	 their	style	to	increase	their	impact	as		 	
	 meeting	facilitator

Making
meetings matter
Purpose: 
Greenbelt and Blackbelt project leaders are expected to 
facilitate effective project and stakeholder meetings and 
workshops but none of the necessary skills and tools are part 
of the standard ‘belt’ curriculum. This training course helps 
project leaders develop their ability to facilitate effective 
meetings and workshops that do not waste people’s time and 
deliver results.

On this training delegates will learn:
Effectively planning and preparing for a variety of meeting 
types and delivering successful meetings and workshops 
that produce results, dealing effectively with typical meeting 
challenges, creating a stimulating and productive work 
environment that keeps people engaged and managing 
challenging stakeholders and difficult meeting behaviours.

Typical Course content:
This is a two days in house training course typically divided 
into two training units with time for actual practice in the 
workplace between each training unit.

The first training unit is focused on technical tools and skills 
required to plan, prepare and run a variety of different meeting 
types effectively. It covers the basics that help reduce wasting 
time with meetings. 

The second training unit concentrates on how to effectively 
engage people, create a positive work environment that 
delivers results and how to handle challenging behaviours and 
deal with difficult conversations.

What clients say:
“Michaela’s facilitation training  
was some of the best training  
I have ever received!”
Nick Faulks Engineering  
Team Leader Teledyne E2V

Suitable for:
Anyone leading or facilitating 
workshops and meetings regularly 
including Project Leaders and 
Managers of Operational Excellence, 
Process Improvement, Problem Solving 
or Continuous Improvement activities 
in any sector or type of business.
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Do you want to engage everyone in 
OpEx through their daily activities? 
At the moment does it feel more  ‘OpEx push’ 
than ‘business pull’?
Would you like to be in an organisation in which:
• All functions pull towards a common goal?

• Rapid and effective decision making takes place?

• All levels routinely ask “Am I set up for success?”

• Leaders at all levels free up time to become more effective at 

 managing performance ?

• Problems get solved quickly and effectively?

Our Performance Management 

System may be part of your solution. 

The Process Insight 
Performance Management System 
Sustainable and successful OpeEx requires:
• Clear business direction to ensure effort is focussed on the right things

• Effective delivery of improvements

• A culture of problem-solving and continuous improvement.

Our Performance Management System delivers:
• Top-to-bottom alignment on direction and priorities

• Visible performance measures aligned across the business

• Decision-making and accountability driven to the right level

• Effective problem solving with Leaders as coach.

How does it work? 
We can help you implement the three integrated 

elements of our Performance Management system 

to ensure it is fully embedded as a routine 

within your “Business As Usual” processes. 

Leader Standard Work 
• Leaders unclutter diaries to enable focus 

 on important issues

• Redesigning jobs to ensure every   

 one spends time on the right things 

• Standardized action lists to execute critical tasks 

• Clear routines to follow at all levels. 

• Leaders spend time on coaching rather 

 than directing

Tier Management and Review 
• A hierarchy of tier meetings, metrics, escalations 

• Faster & more effective decision making

• Clear accountability for actions and delivery 

Visual Performance Management 
• Clear and relevant performance measures 

• Cascade of Metrics: business strategy 

 to shop fl oor 

• Clear response plans
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