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Who Should Attend 

Workgroups and teams; including managers, 

technical and sales professionals, supervisors, 

administrators and project leaders who 

currently conduct or attend meetings. 

Format: 

• 1 x 4-hours, instructor-led online session 

What’s Included 

• Comprehensive Learning Guide and 

Resource Manual: Individual Virtual 

Learning Guide with training content to 

refer to, whenever you want.  

• Electronic Meeting Tools 

• LearningLink: Our monthly productivity 

e-newsletter to keep you updated. 

Leading Productive Online Meetings 
Learn not only how to plan, organise and run a successful meeting but 

also how to get the most out of the meetings  you are required to attend. 

The WorkingSm@rt in Meetings phased approach works for every 

meeting type, increasing effectiveness by focusing on improved meeting 

outcomes and leveraging available technologies in M365 such as Teams, 

OneNote & Copilot. 

This course will help you: 

• Apply a proven planning process to meetings. 

• Design an effective agenda to increase accountability. 

• Run a meeting with a Bias for Action. 

• Automate Meeting administration using Copilot 

• Know precisely how to prepare to attend a meeting. 

• Know how to keep a meeting on track. 

• Avoid the common pitfalls that create ‘meeting maddeners’. 

• Use a quick yet effective process for evaluating meetings. 

Related Training: 

• WorkingSm@rt with Microsoft Outlook+Copilot 

• WorkingSm@rt with Microsoft Copilot  

• WorkingSm@rt with Microsoft OneNote 
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Synopsis: 

Get your meetings on time, on 
track, on purpose. 
• Do your meetings start late and/or run over time?  

• Are people unprepared when they attend your meetings?  

• Do your meetings get derailed or go off topic frequently?  

• Do people leave your meetings unsure of the next steps?  

• Do you have unclear objectives going into your meetings?  

• Do you fail to create summaries, notes, or reports after 

meetings?  

• Do you neglect to evaluate whether your meetings are 

effective?  

• Do you lack an organized system or structure for running 

meetings? 

Priority’s WorkingSm@rt in Meetings workshop is a powerful 

hands-on session designed to give participants a practical process 

to get better results and higher satisfaction from meetings. It 

combines information from the latest meetings research with 

ample opportunity for participant exercises and sharing of ideas. 

Structured activities and examples give participants a chance to 

practice new behaviours as they learn.  

Adopting a LEAN 'outcome focused' approach for meeting 

stakeholders and leveraging Teams & Copilot functionality 

maximises effectiveness while reducing time and effort. 

Introduction 

In this unit we will discuss the Meeting Maddeners, the 

challenges and solutions that can be put in place to ensure 

the organisation is Meeting Sm@rt. 

Unit 1: The Five Phases for WorkingSm@rt in 
Meetings 

We explore the true cost of ineffective meetings, identify 

current issues and introduce the 5 phase WorkingSmart in 

Meetings approach that works for all meeting types 

Unit 2: Pre-meeting Requirements  

We learn how to Design a meeting and explore the 

processes and decisions that facilitate subsequent phases. 

Unit 3: Constructing the Agenda  

We Build based on desired outcomes identified in Design 

and use templates and technologies to consistently achieve 

success 

Unit 4: During the Meeting 

We explore the processes and skillset required to Run a 

meeting effectively including strategies for dealing with 

problematic behaviours 

Unit 5: After the Meeting 

We detail the processes and propose suitable technologies to 

ensure meeting Follow-up  is effectively done addressing 

stakeholder needs 

Unit 6: Evaluation 

Finally we Evaluate meeting effectiveness and take 

corrective action and re-design if necessary 
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