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Location: Horticulture & Environmental Center, Building S000 on the upper
Cabrillo College Campus (map available on Cabrillo College website)

Join us for an evening with guest speaker

MAKING MEETINGS WORK

Practical Strategies for Leading Effective Meetings

Presenter - Dr. Thomas Q. Reefe

Former Director of Leadership Santa Cruz County
* Learn 12 effective strategies to run effective meetings
* Learn the 4 most important strategies that guarantee an effective meeting
* Receive the training handout
* Diagnose meetings you have attended that did or did not work
e Participate in a clinic of current challenges you and others face when leading
community or public meetings.

From the Presenter: In my 40 years of community service I have found that the
ability to lead an effective and productive meeting is probably the single most
important skill a leader can possess. Community groups depend upon volunteers to
serve on Boards, Committees, Commissions, etc. Chaotic, meandering, acrimonious,
purposeless or poorly organized meetings are the surest way to alienate these essential
individuals. On the other hand, people will always respect you if you do not waste
their time -- today’s most precious commodity. An effective meeting will inspire
volunteers, give them a sense of purpose, and motivate the human base of any
organization.

My presentation will talk in concrete terms about effective things anyone can do to
improve meetings they attend and/or lead. I will give you perspectives on meeting
management that you may not have considered. There will be ample opportunity to
take notes with our special handout and to discuiss safelv anv challeneces volul are



