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Minute Taking
Aim

Enabling the PA or Secretary to prepare for, take and distribute full and professional minutes.

About this Course...

~N

Enabling the meeting secretary, pryect
administrator, PA and general assistant, to
prepare for, take and distribute full and
profiessional minutes as well as horw to
prepare the meeting room and necessary
agendas nwhepe needed,
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Who Should Attend this Course?

This course will benefit PAs, Secretaries, and anyone whose job involves taking minutes
during meetings.

Outcome

At the end of this workshop learners will have a clear understanding of the types of minutes
to be used, when to use the different types and formats of minutes, how to prepare agendas,
and what procedure to follow during the meeting.

SAQA US ID NQF LEVEL | CREDITS | US TITLE
Plan and prepare meeting
13934 3 4 communications

The unit standards above are an indication of the content of the workshop. Our workshop theories are designed to include the
outcomes recommended by SAQA US IDs.

Duration: 2-Days
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Content

Understanding the Role of Meetings

Organising an Effective and
Productive Meeting

Preparing a Working Agenda

The Procedure During a Meeting

The Chronological Procedure of a
Formal Meeting

How to Take Minutes in the Meeting

Identifying the Type of Minutes

Four Aspects to Taking Good
Minutes

Structure of Minutes
The English Language

Format of Minutes
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What should a meeting consist of and what

it should achieve

Special types of meetings and the role of
the secretary in the meeting

The language of meetings

Planning a meeting and sending out the
notice of a meeting

The objective of an agenda

Preparing the agenda, standard sections
included, and headings and attachments
Clearing the agenda prior to sending it out

The role players and their responsibilities
Discussing the practicalities of the various
seating styles

Comparing the formal procedures of a
meeting to the everyday informal way
How to chair a meeting

Meeting vocabulary and procedure
How to take decisions in Meetings

The importance of minutes: what do
minutes record and what is or is not
recorded?

Verbatim minutes, resolution minutes,
narrative minutes, and action minutes
Meeting terminology

How to record votes

Reported speech / past tense forms

An overview of listening

Taking notes — make taking notes easier
Transcribing and formatting minutes Soft
skills a good minute taker needs — what
does an effective minute taker need?

Considering the four aspects of good minute

taking, what is your duty as the minute
taker?

The minute transcribing and writing process

The language of minutes

Samples of minutes
Put it into practice with practical exercises
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