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Successful Minute Taking and writing. How to prepare, write and organi ze agendas and minutes of meetings.
L earn to take notes and write minutes of meetings. Y our role as the minute taker and how you interact with
the chair and other attendees. I'd rather throw myself downstairs .... This book is aimed at secretaries, PAs
and administrators and covers the issues that worry them. These are based on the things that worried me and
that have worried my hundreds of delegates over the last 10 years. Thisbook is easy to read and has lots of
exercises to help you develop your skills. It has advice on note taking, summarizing, preparing agendas,
becoming more confident in your role, working with the chair, writing skills, listening skills and the
difference between making notes at the meeting and writing the minutes. There is a useful list of the order of
tasks and a checklist with timings. There is afree downloadable booklet with all the exercisesin it for you.
The author, Heather, has experience not only of undertaking the role of secretary and PA but she also has 10
years experience in training other people to use the skills she has and she shares all of this experience in this
book. If you want to learn how to take minutes with ease then this is the book for you. About the author:
Heather Baker Heather had over twenty years experience as a secretary and PA before setting up Baker
Thompson Associates Limited in 2000. The company specializes in the training and development of
secretarial and administrative staff (www.bakerthompsonassoc.co.uk). She now travels all over the UK
working with large and small companies to enable their office staff and PAs to work more effectively and
efficiently. She also delivers coursesin the Middle and Far East. Heather is a Certified NLP Practitioner. She
worked for ICI Pharmaceuticals (now AstraZeneca) and Hewlett Packard; she spent 5 yearsin France
working for the Commercial Director of Coghac Hine and then 10 years with Granada Media working up to
personal assistant to the managing director, commuting regularly between their officesin Manchester and
London. Heather conceived the speedwriting system BakerWrite and wrote the Amazon best selling book
based on this system (Speed Writing skills training course, http://www.UoL earn.com ) which is also
available as a video training course (http://www.bakerthompsonassoc.co.uk). Sheis also the author of
Successful Business Writing. What do people think? 'l had areal phobia about minute taking and was
dreading today, but now it's all fallen into place.' Beverley, Leeds 'Thiswas excellent and clearly met all of
its objectives. The course was well planned and the subject matter presented in a clear, logical and interesting
way.' 'Heather had very good subject knowledge and is avery good trainer. She used a number of different
teaching methods and was excellent at putting the group at ease; everyone joined in." Committee servicing
and minute taking for Leeds Metropolitan University 'I'm fairly comfortable with taking minutes, but find |
write alot of notes in the meeting which probably aren't necessary. I've learned how to condense effectively.'
'Heather was very practical and helpful; understood the reality of taking minutes and not just the theory!"
Minute taking for RiverStone Management Limited 'l enjoyed the course and found it relevant to my needs.
Thetrainer was helpful and able to answer questions.' 'l found the course really useful and the style very easy
to understand.' Minute taking for Y orkshire Television
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From reader reviews:
Madeline Wayt:

The book untitled Successful Minute Taking and Writing. How to Prepare, Write and Organize Agendas and
Minutes of Meetings. Learn to Take Notes and Write Minutes of Mee (Skills Training Course) is the reserve
that recommended to you to read. Y ou can see the quality of the reserve content that will be shown to
anyone. The language that publisher use to explained their ideas are easily to understand. The copy writer
was did alot of study when write the book, to ensure the information that they share for you is absolutely
accurate. You also will get the e-book of Successful Minute Taking and Writing. How to Prepare, Write and
Organize Agendas and Minutes of Meetings. Learn to Take Notes and Write Minutes of Mee (Skills Training
Course) from the publisher to make you more enjoy free time.

Judith Tate:

In this period of time globalization it isimportant to someone to receive information. The information will
make anyone to understand the condition of the world. The fithess of the world makes the information better
to share. You can find alot of referrals to get information example: internet, newspapers, book, and soon.

Y ou can view that now, alot of publisher that print many kinds of book. Often the book that recommended
for your requirements is Successful Minute Taking and Writing. How to Prepare, Write and Organize
Agendas and Minutes of Meetings. Learn to Take Notes and Write Minutes of Mee (Skills Training Course)
thisreserve consist alot of the information from the condition of this world now. That book was represented
how does the world has grown up. The dialect styles that writer value to explain it is easy to understand. The
actual writer made some investigation when he makes this book. This is why this book appropriate al of
you.

Julia Sullivan:

Don't be worry in case you are afraid that this book can filled the space in your house, you may haveit in e-
book approach, more simple and reachable. This kind of Successful Minute Taking and Writing. How to
Prepare, Write and Organize Agendas and Minutes of Meetings. Learn to Take Notes and Write Minutes of
Mee (Skills Training Course) can give you alot of pals because by you taking alook at this one book you
have factor that they don't and make a person more like an interesting person. This kind of book can be one
of one step for you to get success. This book offer you information that might be your friend doesn't realize,
by knowing more than other make you to be great persons. So , why hesitate? We should have Successful
Minute Taking and Writing. How to Prepare, Write and Organize Agendas and Minutes of Meetings. Learn
to Take Notes and Write Minutes of Mee (Skills Training Course).

Jeanne Pratt:

Y ou can get this Successful Minute Taking and Writing. How to Prepare, Write and Organize Agendas and



Minutes of Meetings. Learn to Take Notes and Write Minutes of Mee (Skills Training Course) by visit the
bookstore or Mall. Just viewing or reviewing it can to be your solve issueif you get difficulties to your
knowledge. Kinds of this book are various. Not only simply by written or printed and also can you enjoy this
book simply by e-book. In the modern eraincluding now, you just looking by your mobile phone and
searching what your problem. Right now, choose your own persona ways to get more information about
your book. It is most important to arrange you to ultimately make your knowledge are still update. Let's try
to choose correct ways for you.
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