
Minutes Taking Made Simple
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Further Development:
Professional Written Communication (PWC) 
Writing Effective Reports (RW) 

An equivalent course is available in Arabic and French. Please call 
us for details.

EXTRA NOTES

TOPICS COVERED
Before the Meeting Guidance on how to set up a meeting 

meeting

The Difference Between Hearing and Actively Listening

Note-Taking – there is more than one way 

The Final Stages

professionalism

Action Planning

OVERVIEW

They want to be confident and competent in this role. Throughout 

practice.

LEARNING OUTCOMES
By the end of this course participants will be able to:

taker. 

preparing the agenda, meeting papers and minutes. 

DESIGNED FOR

accurate minutes.


