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can have this course in the weekend. Sunday 9:00-11:00 This course
provides training in arranging meetings, conducting them effectively
and making travel arrangements. The topics will include drawing up
agendas, preparing for meetings, introducing speakers or
participants, managing discussions successfully, keeping to an agreed
timetable and writing follow-up reports. Previous experience of
typing and general office work is essential for this course. [J [ [J [
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