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OBJECTIVES
To get everyone’s attention To explain the objective of the meeting To identify key roles
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EXERCISE 1 Role-play : Teacher >>Carly/ Student »Patrick. (Switch roles after you read the dialogue)
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Patrick  OK, everyone. Can I get your attention please?
I'd like to get started. We have a lot to get through today.

Has everyone got a copy of the agenda?

Carly T have it, but I think there’s something missing.

Weren't we going to cover the building maintenance issues in today’s meeting?

Patrick  No, we've decided to shelve that until Thursday’s meeting.

Today we're just going to focus on planning the upcoming sales conference.
Carly  That’s fine, but I'm not clear on what my role is in this meeting, in that case.

Patrick  Let’s start by clarifying everyone’s roles.
I'll be chairing and Michael will take notes for the minutes.
Brad is here to present the draft conference agenda,
and Sally is going to give us some of the details on the guest speakers.
Carly, I'd like you to help us assess what audio-visual equipment

we're gomg to need. How does that sound?

Carly  OK by me.
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Fill in the blanks and read the dialogue.
EXERCISE2 oo oo
Patrick  OK, everyone. Can I please?
I'd like to get started. We have a lot to get through today.
Has everyone got a ?
Carly T have it, but I think there’s something missing.
Weren't we going to the building maintenance in today’s meeting?
Patrick  No, we’ve __shelve that until Thursday’s meeting.
Today we’re going to the upcoming sales conference.
Carly  That’s fine, but __ clear on what my role is in this meeting,
Patrick  Let’s start by clarifying everyone’s roles.
e and Michael will take notes for the
Brad is here to present the conference agenda,
and Sally is going to give us some of the on the guest speakers.
Carly, I'd like you to what audio-visual equipment
we're going to need. How ?
Carly OK by me.
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Question 1

» What is the objective of the meeting?

Answer 1

a. To deal with maintenance issues
b. To select guest speakers

c. To plan a conference

d. To negotiate a price on equipment

Question 2

» What will Brad do?
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Answer 2

a. Show the draft schedule
b. Revise the meeting agenda

¢. Introduce the guest speakers

d. Assess equipment requirements
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Practice speaking using the following scenarios.

EXERCISE3 o o i

Talk 1 . . L
You are chairing a meeting. The purpose of the meeting is to plan
an advertising campaign for your company’s newest product.

Get everyone’s attention and explain the objective of the meeting.

Talk 2 . . o . .
You are chairing a meeting. The purpose of the meeting is to review a cleaning
service contract and decide whether your office will renew the contract or not.
Get everyone’s attention and explain the objective of the meeting.

Talk 3

You are chairing a meeting. The purpose of the meeting is to choose candidates
for a final interview for a sales position. Greg is going to take notes.

Charlie is going to review the requirements of the position,

and Sara is going to present the results of the last round of interviews.

Get everyone’s attention, explain the objective of the meeting, and identify key roles.
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