
MEETING DYNAMICS- THE DIFFERENCES 
THAT MAKE THE DIFFERENCE 

OVERVIEW 

The aim of this course is to increase your awareness of the normal dynamics that 
operate in most meetings and to provide you with simple but powerful tools and 
processes that will enable you to consistently run good meetings.  

This is key to leadership, not only because we spend so much of our time in work 
at meetings, but also because it is in meetings that most of the important 
decisions get taken.   

Meetings, too, are the places and events which most determine the culture in an 
organisation.  So, very important to give meetings the attention they deserve. 

OBJECTIVES 

1. Become sharper and more aware of what is really going on in meetings so you
are better able to understand what is happening and so play a more impactful
role.

2. Discover how meetings can be toxic places where ideas perish as well as those
who put them forward.

3. Learn how to hear and handle ideas and treat them and those who give them with
the respect they deserve.

4. Become more aware of the key roles of participants in meetings so confusion
and conflict are minimised or eradicated.

5. Learn about the importance of the Leader as Facilitator in meetings and how
you can play this role for the benefit of your people and the organisation.



LESSONS 
 

1. Introduction 
1. Welcome 
2. Objectives 
3. Course Format 

 
2. Normal Meeting Dynamics 

 
3. Skills and Processes 

1. Normal, Good… OR is there a Better Way? 
2. Good or ‘Bad’ Meeting – Disagreements and Differences 

 
4. Ideas and What Happens to them and Why 

1. How Ideas -and people – get Lost. 
 

5. Meeting Skills and Processes 
1. Roles and Responsibilities. 

 
6. Test for Understanding 

 
7. Final Review 

1. Final Message and New Paradigm 
2. Leadership Tool 
3. Summary of Course Learnings (PDF) 
4. References 

 

DURATION 
 

While you could take this course in less than a half-hour, it is our recommendation 
that it be taken over the course of few days to allow you to reflect on learnings, 
check your understand, discuss it with others (or with a Maybe consultant.)  

This will help to ensure that you come to the group session well equipped to make 
a big contribution to the meeting and ensure that the learnings are applied to 
enrich and improve your daily work and life. 


