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Course at a glance
•	� Establishing best practice for 

managing effective meetings
•	 Running an effective meeting
•	 Techniques for dealing with difficulties 

and conflicts arising from meetings

•	 Effective preparation
•	 Handling effective outcomes 

from meetings
•	 Course assessment and review

Management and Supervisory – 
Effective Meetings
Course Code: CTO65

This course gives practical guidance on how to make meetings run more effectively, 
with greater focus and more structure.

Legal/Best Practice


