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BCTYII

MeroaunuHi BKa3iBKH npu3HaveHi ais ctyaeHTiB 11l kypcy HanpsiMiB miiIrOTOBKU
0305 Exonomika Ta mianpueMHUITBO Ta 0306 MeHEIKMEHT 1 aJMiHICTpyBaHHS
JeHHOT (POpMU HABUAHHS.

JlaH1 METOANYHI BKa31BKM PO3PAaXOBaH1 HA CTYJEHTIB, K1 BUBYAIOTh aHIJIIICHKY
MOBY 3 METOI0 BUKOPUCTaHHS il B IPOQECiiHIN AISUIBHOCTI, B MPAKTUYHIA pOOOTI 3a
KOPJOHOM a00 B MeXax KpaiHu NpH poOOTI 3 IHO3EMHUMHU KI1IEHTaMHU.

TemaTuka, JEKCUYHUI MIHIMYyM, CHCTEMA I'PAMAaTHYHUX BIIpPaB CIPSIMOBaHI Ha
JOCSITHEHHSI TOJIOBHOI METH.

Mera paHuMX METOAMYHMX BKa3iBOK — 3a0€3MEYUTH JIEKCUKO-TpaMaTUYHUI
MIHIMyM Ta PO3BUHYTH MOBHO-KOMYHIKaTMBHI HABUYKHM MPOBEIEHHsS 300piB Ta
NIEePEroBOPIB.

JlaHi MeTOMYH1 BKa31BKM JIal0Th CTYJICHTaM OCHOBHI 1 KOPUCHI 171€1, opaau Ta
cTpaTerii, ki TOMOMOXXYTbh IM YMUIO 1 €(pEKTUBHO IJIAHYBATH, TOTYBAaTH 1 IPOBOAUTH
300pH Ta BECTH MEPETOBOPHU B CYyYaCHUX yMOBaX.

Jlani MeToaM4HI BKa31BKU CIPUATUMYTh (JOPMYBAHHIO Y CTYACHTIB 3arajibHUX Ta
npodeCifHO OpIEHTOBAHMX KOMYHIKATUBHMX MOBJICHHEBUX KOMIIETEHIIM Ta €
JOJTATKOBUM CHOHYKAIBHAM MOTHBOM JI0 YyJOCKOHAJIEHHS HAaBHYOK YCHOTO Ta
TUCEMHOTO MOBJICHHS B TIpodeciitHiii cdepi.



Unit 1. What makes a good meeting?

Brainstorming

1. What is a meeting? Here are some statements about business meetings:

"Two or more people getting together for | "The fewer the merrier."

a specific business purpose.”

© Milo 0. Frank 1989. Extracted from How to
Gower Publishing Ltd., 1988. Extracted from Run a Successful Meeting in Half the Time

The Gower Handbook of Management, p. 1185. published by Corgi, a division of Transworld

Publishers Ltd. All rights reserved.

Comment on these statements.

2. Use the following phrases to give a definition of a business meeting:

two or more people formal setting
to discuss to make decisions
for particular purpose business meeting
to give information come together

What kinds of meetings are there? What does it depend on? (Consider the

number of people, people present, formality, time)

For ideas: spontaneous/emergency meeting <=> routine meeting; internal <=>
external; large <=> small; formal <=> informal (semi-formal);
closed <=> open; customer/client/supplier: first meeting <=>
established relationship

Meetings also fall into different kinds according to the purpose.




Finish the following sentences according to the example.

Example: If the purpose of meeting is to make a decision, ... then it is a decision-
making meeting.
1) Ifthe purpose of meeting is to give information, ...
2) If the purpose of meeting is to discuss some problem(s), ...
3) Ifthe purpose of meeting is to solve some problem(s), ...
4) If the purpose of meeting is to plan something, ...
5) If the purpose of meeting is to brainstorm some ideas, ...
6) If the purpose of meeting is to develop a new product, ...
Other purposes of meeting can be:
e training e  setting targets and objectives
e  generating ideas e  setting tasks and delegating
e consulting and getting feedback e  motivating
e  crisis management e performance reporting/assessment
4. As we can see, meetings come in all shapes and sizes. Meetings also fall into
several categories.
Match the the most common categories of meetings (1-10) with their
definitions (a-j) and their Ukrainian equivalents (A-J), eg. 1-b-C.
1. works meeting a. a meeting called together for a special
purpose
2. staff meeting b. an internal meeting of all members of the
organisation
3. team meeting c. ameeting between two individuals
4. ad-hoc meeting d. a meeting of the Board of directors of an
organization
5. management meeting €. ameeting among colleagues working on
various aspects of a team project
6. board meeting f.  where shareholders discuss the company’s
annual report
7. annual general meeting (AGM)  g. is the first meeting with the project team
and the client of the project to discuss
the role of each team member
8. one to one meeting h. a meeting taking place away from an
organisation, e.g. in a hotel conference
hall
9. awayday meeting 1. typically a meeting between a manager
(US. off-site meeting/retreat meeting) and those that report to the manager
(possibly indirectly)
10. kick-off meeting j. ameeting among managers



N ZomEmUOwpe

3yCTpid Bl4-Ha-Bi4

cTapToBa [opraHizaliiiHa| Hapaja

300pH TPYI0BOT'O KOJICKTHUBY

300pH paju (IUPEKTOPIB KOpHopallii)

BUpOOHWYA Hapajaa, 30opu nepconany (pipmu, 3aBoay)
300pH TPyIHU JIOJEH, SIK1 MPAIIOI0Th HaJ CIIUIBHUM MPOEKTOM
3060pu 11032 ohicom

300pHr/Hapajia KEPIBHOTO CKJIaAy KOMIIaHii

IIOPIYHI 3arajibHi 300pH (aKI1OHEPIB)

crnerianbHi 300pu

1. What makes a good meeting?

The choice of structure and style in running an effective meeting is hugely
dependent on several factors:

1.

e the situation (circumstances, mood, atmosphere, background, etc

e the organisational context (the implications and needs of the business or
project or organisation)

e the needs and interests of those attending

e the objectives of the meeting.

What makes a good meeting?

Suggest what you think are the characteristics of a successful meeting.

2. Listen to the recording of Paul Beck, an engineer, talking about the
characteristics of successful business meetings. He makes five of the eight points
below. Identify the correct order of these points.

3.

There is a written agenda.

Clear objectives — known to everyone.
Respect for the time available/ time planning
Good chair — effective control.

Emotions are kept under control.

Good preparation.

Everyone gets to say what they need to say.
Reaching objectives.

Structure

Meetings generally follow a more or less similar structure and can be divided
into the following parts:

I - Introductions

Opening the Meeting

Welcoming and Introducing Participants
Stating the Principal Objectives of a Meeting
Giving Apologies for Someone Who is absent
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IT - Reviewing Past Business
Reading the Minutes (notes) of the Last Meeting
Dealing with Recent Developments

III - Beginning the Meeting
Introducing the Agenda
Allocating Roles (secretary, participants)
Agreeing on the Ground Rules for the Meeting (contributions, timing, decision-making, etc.)

IV - Discussing Items
Introducing the First Item on the Agenda
Closing an Item
Next Item
Giving Control to the Next Participant

V - Finishing the Meeting
Summarizing
Finishing Up
Suggesting and Agreeing on Time, Date and Place for the Next Meeting
Thanking Participants for Attending
Closing the Meeting

4. The Process
Read the following text describing the main points of the issue of meetings and
match the highlighted words with the Ukrainian equivalents below.

Before the meeting (1) takes place, it is important to invite participants to propose
(2) items or points for the agenda. (3) Drawing up the agenda is usually the
responsibility of the secretary or the chair. When the chair opens the meeting, he (4)
introduces the subject and (5) runs through the agenda quickly. The first item is
usually (6) Matters Arising, to allow participants to go through the (7) minutes of
the previous meeting. After this, the (8) discussion of the other points can begin.
During the discussion, participants (9) make recommendations and (10) proposals
in order to (11) solve problems. If the meeting (12) is scheduled for a whole dayj, it
is typical to (13) take breaks and to (14) adjourn for lunch. Of course, it is
necessary to (15) resume after lunch. In the middle of the afternoon, participants
often ask for (16) a time out if they are feeling tired. At the end of the meeting, the
last or next-to-last point is often (17)AOB (Any Other Business) which gives
participants the opportunity to (18) raise other issues not included in the main
agenda. During the meeting someone (19) is nominated to take the minutes and after
the meeting this person will write up the minutes for (20) circulation to the other
participants before the next meeting. It is a good idea to write (21) Action Notes
which should accurately record what decisions were made and who agreed to do what
and by when. Finally, the chair will close the meeting.
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Meetings consist of a chairperson and participants. Both have specific responsibilities
to guarantee that a meeting is effective. A combination of language and general

communication skills is essential.

What do you think the functions of the chairperson are during a meeting?

1. Listen to a recording of a meeting at Hilo Co., a small subsidiary of a
multinational company. The meeting is to discuss the decline in profits. Listen
once. Say which of the following are given as reasons for the fall.

Prices are too high.

Yes/No

The company has wasted money on research and development. Yes/No

Sales are down.

The sales budget is too low.

No one likes the Sales Director.
The products are old.

Yes/No
Yes/No
Yes/No
Yes/No

2. Listen again, paying attention to the role of the chair in the discussion.
Define which of the following functions the chair performs at this meeting.

Thanks people for coming.
Starts the meeting on time.
States the objective.

Refers to the agenda.

Changes the agenda.

Talks about a previous meeting.
Introduces the first speaker.

Prevents interruptions.

Makes people stick to the subject.
Gives a personal opinion.
Summarizes.

Asks for comments.

Decides when to have a break.
Closes the meeting.

3. Suggest phrases which could be used by a chairperson in the following

situations in a meeting.

a) To welcome the participants to a meeting.

8




b) To state the objectives of the meeting.

c¢) To introduce the agenda.

d) To introduce the first speaker.

e) To prevent an interruption.

f)  To thank a speaker for his/her contribution.

g) To introduce another speaker.

h) To keep discussion to the relevant issues.

1)  To summarize discussion.

j)  To ask if anyone has anything to add.

k) To suggest moving to the next topic on the agenda.

1) To summarize certain actions that must be done following the meeting (for
example, do research, write a report, meet again, write a letter, etc.).

m) To close the meeting.

Task 1. Comment on the following functions of a chairperson and
participants.

Chairperson

Opens — Welcomes — Outlines agenda and objectives, states procedure and roles
Checks and clarifies ¢— Invites opinions 4~ Agrees timing ‘___)

: Creates positive atmosphere —p Limits digression - Keeps on track
CVia:ches time ¢— Builds to decision - Encourages people to speak D

Reaches objectives —¥ Summarizes —p Closes and thanks

Participant

Presents opinions —p Listens to others — Proposes ideas, asks questions:

Ciespects other views ¢— Takes turns ¢— Works efficiently

Concentrates — Agrees — Disagrees politely
Understands the result ¢— Builds to decisionsQ
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