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Minutes Made Easy for anyone who takes minutes, either as a dedicated or contributing minute-taker
Introduction

Most staff take minutes with no formal training to support them; not surprising since even secretarial colleges seldom teach students this useful skill.  Most minute-takers are 'thrown in the deep end' and have to learn as they go along.   Some face the added problem of having to contribute, but all feel the pressure of the role and the word ‘hate’ often appears in the same sentence as ‘minutes’.
Aim
To give the knowledge, skills and confidence to take relevant notes and to present them as useful minutes. 
Objectives
Following the course, delegates will be able to:

· outline the purpose of each section of the meeting and the responsibility of the minute-taker in each;

· prepare an informative, structured agenda;

· recognise the information to minute and take accurate notes;

· present minutes that meet the needs and expectations of the group;

· draft minutes quickly and present information in logical structure.
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