Meeting minutes
- Example of minutes:
Minute of the California State Board of Education.
http://www.cde.ca.gov/be/mt/ms/documents/prereportact011206.doc
http://www.cde.ca.gov/be/mt/ms/documents/finalmins081205.doc
- Helpful Minutes Program:
This program allows you to take minutes of meetings by recording discussion and writing standard summaries
http://www.xemico.com/mmr/
- Important Skills:
1) Time Management:
http://careerplanning.about.com/od/timemanagement/a/time_mgt.htm
Improve Your Time Management Skill

Do you often feel like you have more things to do than you have time to do them? Here are tips to help you improve your time management skills both at work and at home. 

· Keep Prioritized "to do" Lists: List tasks you must complete in order of priority (most important to least important). Cross off items as you complete them. 

· Schedule Breaks: Schedule breaks at regular times. You'll be less likely to goof off when you should be working. 

· Learn to Delegate: Don't try to do it all yourself. Assign jobs to others. 

· Get Organized: It's much easier to accomplish tasks if your work area is organized. 

· Learn to Say "No": This tip of course works better in your personal life than on your job. However, if you think your other work will suffer, try to explain it to your boss. 

· Get Enough Sleep: Although it's tempting to work long hours, in the end you're actually less efficient when you're tired.

2) Meeting:

http://management.about.com/library/weekly/mcurrent.htm
Meeting Management

Meetings can be very productive. They can also be a waste of time. Here are some ways to improve your meeting management skill. 

Stand PAT
I use a "PAT" approach to meetings. A meeting has to have: a Purpose, an Agenda, and a Timeframe or I don't do it. 

You should be able to define the purpose of the meeting in 1 or 2 sentences at most. "This meeting is to plan the new marketing campaign" or "this meeting is to review shipping's new policy for handling returns." That way everyone knows why they are there, what needs to be done, and how to know if they are successful. 

Set an agenda. List the items you are going to review/discuss/inspect. I like to assign a time limit to each agenda item (see below) and identify the person responsible to speak or moderate the discussion. 

Set a timeframe. 

At the very least set a start and end time. I also recommend setting a duration for each item in the agenda. These should total to the overall meeting timeframe. 

Don't Wait
Meetings need to start on time. Don't wait for stragglers to show up. When someone arrives late, don't go back and review what has already been covered. That just wastes the time of the people who showed up on time for the meeting. 

If the meeting organizer/sponsor doesn't show up on time, consider the meeting cancelled and go back to work. How long to wait for the organizer to show up varies among companies, but I wouldn't wait any longer than 5 minutes. 

Keep and send minutes
Someone, other than the meeting organizer, should keep minutes of the meeting. How detailed these are depends on the nature of what is being discussed and the skill of the available note taker. If you set an agenda in the first place, as you should have, the note taker can use that as an outline. The minutes should record who attended, what was discussed, any agreements that were reached, and any action items that were assigned. 

Soon after the meeting, usually within 24 hours, the minutes of the meeting should be distributed to all who attended, any invitees who did not attend, and anyone else effected by the discussion. Email is a great vehicle for distributing them. Distributing the minutes informs those not at the meeting of the progress that was made and reminds everyone of their action items. 

Stay Focused
Every meeting should have a "topic keeper". I like to ask for a volunteer at the beginning of the meeting. The topic keeper's job is to interrupt whenever the discussion strays from the topic under discussion. These new topics can either be tabled until later or scheduled for their own meeting. There is a fine line between what are amplifying remarks about the topic under discussion and what is a tangential topic. The meeting organizer can decide. It never hurts to say "let's take that up off-line". 

Be more productive
I believe these things will make your meetings more productive. If you have other meeting management tips to share with your peers, you can post them on our Management Forum. 

3) Public speaking
http://careerplanning.about.com/gi/dynamic/offsite.htm?zi=1/XJ&sdn=careerplanning&zu=http%3A%2F%2Fwww.eeicom.com%2Feye%2Fshyness.html
Crossing a Bridge of Shyness: Public Speaking for Communicators

by Diane Ullius 

Americans in general are more afraid of speaking in front of others than they are of snakes, heights, or death itself. That's the finding of one widely cited survey and, asked to step outside the written word, many writers, editors, and publications managers certainly would say they share that fear. 

Communication expert Nusa Maal Gelb says there is "a culture of fear" surrounding public speaking. It's almost as if we believe we're supposed to be afraid. Yet it's clear that effective interpersonal communication -- and that mostly means speaking -- correlates highly with personal and professional success. 

Speaking ability says a lot about you

Oral skills count in a wide range of situations and audiences: personal interviews, casual staff meetings, formal presentations before hundreds. As with any other human behavior, success in public speaking depends on two factors: confidence and competence, both of which tend to improve with practice. How do you acquire them? Becoming a good speaker requires an ongoing mediation between personal and public selves. The mediation involves two interrelated processes. You must 

· Recognize and manage the internal (personal) component -- feelings -- that can get in the way or help. 

· Construct and deliver the external (public) component -- a message -- that can miss an audience or reach it. 

Start by building your self-confidence

Facing an audience will be less threatening if you acknowledge and work through the natural shyness that we all feel to some degree. 

Recognize how your fear affects you

Maal Gelb says that it's "a deep psychological truth" that speaking before others is asking your true self "to cross a bridge of shyness." Barbara Daly, a management trainer in Rochester, New York, asks her students to examine their fear about speaking. Are they fears of failure? Of exposure? Of judgment? Does the fear "save" you from having to put yourself out there? Focusing on the personal and professional benefits of speaking can help put fear in its place. 

Some experienced speakers admit that their fear hasn't ever completely disappeared, but they've learned to manage it. Others say that their fear gives them an edge that helps them succeed -- assuming, of course, that they manage to speak in spite of it. Eye readers who are would-be speakers might try listing the Top 10 Most Humiliating Bloopers Anyone Could Conceivably Make, and imagine living through them. For word people, articulating fear in writing can help defuse it, and there's good news: The worst that can happen almost never does. 

Look for chances to practice

In a study of fear conducted at the University of Wisconsin, researchers checked physiological signs of stress such as pulse rate and blood pressure in students who were taking a public speaking course. Results showed that the students were uniformly less fearful at the end of the course than at the beginning, and they remained less fearful even when they spoke later before an unfamiliar audience. Each speaking experience makes it likelier that the next one will be less stressful. 

But if you're leery of plunging in, restrict your first efforts to somewhere other than your workplace. Take a class at a community college, join a group like Toastmasters, or make a point of speaking up at meetings of your civic association. If these seem too risky, videotape yourself; then, if you must cringe at your obvious verbal tics (like, uh, um, I mean, you know) and distracting mannerisms, at least you can do so in the privacy of your living room. 

Then work at increasing your competence

It's a truism that we enjoy what we're good at, so we do more of it; and as we practice, we get better at an activity and therefore feel more confident. Though intangible, confidence correlates in the real world with competence. But aren't some people just "naturally" gifted at speaking? 

Perhaps so. But again, exercises can help everyone -- even the Churchills of the world had to do what the rest of us have to do: practice, pay attention to how audiences respond, and keep the goal of effective speaking before us. These points are pivotal: 

Express your message in human terms

Use quotations, anecdotes, humor, and vivid verbs to anchor the message in emotions the audience can empathize with. Maal Gelb says, "People are attracted to humanity. Much of the analytical information people hear, they simply filter out. Instead, we must communicate authentically if we are to reach an emotionally receptive place [in the listener]." In other words, speak about what matters to you and go on the faith that it will make a difference to your listeners. 

According to Maal Gelb, physical and emotional delivery are the elements that "convey the multisensorial reality." In other words, a speech that conveys genuine emotions resonates with listeners. This resonance strengthens your rapport with them, and that's essential for getting an audience to pay attention. Given a choice, people resist a humorless, didactic presentation. 

Remember the promise that competence keeps

An effective speaker goes beyond introspection and presentation that set the stage. The content of a speech must show deliberate, direct, and transparent organization. 

For most speakers, just thinking about what to say ahead of time isn't enough. When speaking is extemporaneous -- just thinking out loud -- it's common to be "all over the place," says psychologist and writer/editor Bonnie Becker. She says that when we're preparing to speak, "The next step is to put our good ideas into a form that will reach another person." The structure of a speech is its content for an audience, which is why it can't be subtle. Listeners usually get only one chance to absorb a spoken message, so it's essential to articulate your structure and reinforce it with clear transitions throughout. 

Continually refine your speaking skills

The goal is a speech that leaves both speaker and listeners feeling energized, encouraged, and, perhaps, motivated for future action. As Jeff Scott Cook says in his book (see sidebar), 

The ability to speak confidently and well is a talent universally admired and envied. But it is more than just a novelty, like juggling. The ability to hold an audience -- to be heard by those who matter -- is a crucial skill at any age.... [G]athering the courage to speak and the skill to do it well, we flex the mightiest muscle of civilization. Speaking up on what matters can be the proudest (and possibly the most important) moment of one's life....

Build on your strengths

When it comes to formulating ideas for speaking effectively to an audience, writers and editors have some real advantages. They are accustomed to using words carefully, emphasizing significant points, and organizing thoughts in a meaningful pattern for an attentive audience. These skills are as applicable to speaking as they are to writing. A speech is just a vehicle for communicating ideas and information. Your skill with the written word can be transferred to a new dimension; you don't have to build it from scratch. 

From the best writers you can continue learning the secrets of lead paragraphs, texture, tone, logical transitions, and conclusions and apply these elements to your speeches. 

[Ed. note: I found that serving as a volunteer judge for local high school debate competitions sharpened my ear for contentions ("This is what I'm going to say"), signposting of evidence ("This is why you can believe me"), and strong conclusions ("You heard it here and you love it!"). It's a worthwhile activity for novice would-be speakers, and the kids are quite wonderful.] 

Learn how to 'read' your audience

Make a commitment to speak whenever you can -- especially in situations that will give you feedback. Volunteer to talk about your field to students at job fairs or local schools. Conduct an in-house training session, or join a professional group and give a presentation on your specialty. Ask the event organizer to let you hand out evaluation forms afterward. You can learn from all the comments you receive, negative or positive, as long as you keep an open mind. 

Here's the magic of mediation. Over time, the focus on your own fears shifts toward an interest in the reactions of people listening to you. And you'll learn how to adjust for them. If you notice your voice has gotten stuck in rapid-fire fortissimo, for example, you'll take a deep breath and slow it down. 

The turning point, then, for publications professionals determined to cross the bridge of shyness is accepting opportunities to speak instead of avoiding them. Transformation into a silver-tongued devil may not be your goal, and it can't be guaranteed anyway, but you can learn to give a comfortable and credible speaking performance -- no small feat. You may never speak effortlessly in public, but you'll enjoy knowing you can reach the other side if you need to. 



Resources for Novice Speakers

Several excellent guides for structuring and delivering a crowd-pleasing speech are available. Here are two that Diane Ullius uses in her workshops and recommends: 

· How to Be Prepared to Think on Your Feet by Stephen C. Rafe (1990, HarperBusiness) 

· I'd Rather Die Than Give a Speech by Michael Klepper (1994, Irwin) 

4) Minutes:

http://careerplanning.about.com/cs/communication/a/minutes.htm
Taking Meeting Minutes

From Dawn Rosenberg McKay,
Your Guide to Career Planning.
FREE Newsletter. Sign Up Now!
An Important Skill

At some point your boss may ask you to take minutes at a meeting. This task isn't reserved for secretaries only. Any person who attends a meeting may be asked to do this. Since the minutes will serve as an official record of what took place during the meeting, you must be very accurate. Here are some pointers to help you master this skill. 

Before the Meeting

· Choose your tool: Decide how you will take notes, i.e. pen and paper, laptop computer, or tape recorder. 

· Make sure your tool of choice is in working order and have a backup just in case. 

· Use the meeting agenda to formulate an outline. 

During the Meeting

· Pass around an attendance sheet. 

· Get a list of committee members and make sure you know who is who. 

· Note the time the meeting begins. 

· Don't try to write down every single comment -- just the main ideas. 

· Write down motions, who made them, and the results of votes, if any; no need to write down who seconded a motion. 

· Make note of any motions to be voted on at future meetings. 

· Note the ending time of the meeting. 

After the Meeting

· Type up the minutes as soon as possible after the meeting, while everything is still fresh in your mind. 

· Include the name of organization, name of committe, type of meeting (daily, weekly, monthly, annual, or special), and purpose of meeting. 

· Include the time the meeting began and ended. 

· Proofread the minutes before submitting them.

5) Minutes format:

http://www.meetingwizard.org/meetings/meeting-minutes-format.cfm
Meeting Minutes Format
These days, many of us find ourselves in the position of taking meeting minutes without a clue of how to go about it. The following is a guide for making this task easier: 

· Make sure that all of the essential elements are noted, such as type of meeting, name of the organization, date and time, name of the chair or facilitator, main topics and the time of adjournment. For formal and corporate meetings include approval of previous minutes, and all resolutions. 

· Prepare an outline based on the agenda ahead of time, and leave plenty of white space for notes. By having the topics already written down, you can jump right on to a new topic without pause. 

· Prepare a list of expected attendees and check off the names as people enter the room. Or, you can pass around an attendance sheet for everyone to sign as the meeting starts. 

· To be sure about who said what, make a map of the seating arrangement, and make sure to ask for introductions of unfamiliar people. 

· Don't make the mistake of recording every single comment, but concentrate on getting the gist of the discussion and taking enough notes to summarize it later. Remember that minutes are the official record of what happened, not what was said, at a meeting. 

· Use whatever device is comfortable for you, a notepad, a laptop computer, a tape recorder, a steno pad, shorthand. Many people routinely record important meetings as a backup to their notes. 

· Be prepared! Study the issues to be discussed and ask a lot of questions ahead of time. If you have to fumble for understanding while you are making your notes, they won't make any sense to you later. 

· Don't wait too long to type up the minutes, and be sure to have them approved by the chair or facilitator before distributing them to the attendees. 

· Don't be intimidated, you may be called upon many times to write meeting minutes, and the ability to produce concise, coherent minutes is widely admired and valued. 

Example of Minutes Format 

	Name of Organization:
Purpose of Meeting:
Date/Time:
Chair:

	Topic
	Discussion
	Action
	Person
Responsible

	1.  
	 
	 
	 

	2.  
	 
	 
	 

	3.  
	 
	 
	 


- Suggested Minutes Format:
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