
 MAKING THE ORDINARY MEETING 
EXTRAORDINARY 

OVERVIEW 

The aim of this module is to provide you with an approach and process that will 
seriously improve the chances of making all of your ‘weekly’ or ‘regular’ team 
meetings enjoyable, effective and efficient events. While this will, of course help 
you to make better use of the time you spend at these kinds of meetings, it will 
greatly improve their efficiency and your own.  

It will also improve the effectiveness of your people and your operation or area 
of responsibility.  

It will also add to your skills in handling or leading other meetings in your 
life.

OBJECTIVES 

1. Learn how to transform your weekly or regular meeting and make it engaging,
impactful and central to all else that happens in the week and in your area.

2. Learn how to lead this meeting in a new dynamic way that involves everyone
while at the same time remaining in control.

3. Discover how to make the very most of people ’s time in these meetings.

4. Learn how to ensure that every item on the agenda deserves to be there and how
to handle different topics.

5. Become clear on how you can have a group or team discussion and, at the
same time, safeguard people ’s ownership and accountability.



LESSONS 
 

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

 
2. The Weekly or Regular Meeting 

 
3. Setting and Agreeing the Agenda 

 
4. Making the Agenda Work 

 
5. A New Paradigm – Elevating Meetings into Powerful Events 

 
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. 


