
 

 

Concise Minute Taking Skills 
 

“Transitional words or phrases produce clearer expression, easier reading and more professional 
sounding minutes” 

 
    Overview 

From AGM to weekly staff gatherings, working life is a succession of meetings. For 
most of them minutes or meeting notes must be kept. Too often, the minute taker 
is expected to produce an accurate and useful record with no help or training. The 
result may be minutes that are too sketchy or too detailed; failure to follow up 
decisions; a lack of evidence for later proceedings; and a waste of many people’s 
time. 
The aim of this 1-day event takes minutes takers through every stage of the 
process, clarifying objectives and standards and removing the fear that afflicts 
many people when confronted with the task. It equips them with ideas for 
successful preparation, listening, analysis and note-making and introduces them to 
the principles of clear, effective writing. 
 
It will be helpful if you would bring examples of minutes with you to this workshop 
(providing there are no confidentiality issues involved). 
This event is highly participative and provides an opportunity for every delegate to 
take notes in an agreed format. 
 
What will I learn? 

By the end of the course you will  

 List the things you need to do in order to prepare meetings at which you 
are to take minutes 

 State common obstacles to effective listening and demonstrate your own 
listening skills 

 Identify a suitable method of note-taking that suits your preferred style 
 Select the important and relevant points from a discussion 
 Agree accepted conventions for the format of minutes 
 Produce an accurate set of minutes, clearly, concisely and correctly 

written, from a simulated meeting 
 Have developed a personal Concise Minute-taking action plan for 

implementation back at the workplace 
 

What will the training cover? 
 Agenda setting 
 Different styles of minutes 
 Best practice etiquette 
 An opportunity to practice taking a full set of minutes in a non-
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threatening environment 
 
Is this course right for me? 
This workshop is suitable for anyone who is new to, or wishes to overcome the 
fear of minute taking or those who are not experienced and who have not had 
any formal training in minute taking skills.   
 
Duration: 1 day 
 
Maximum delegates:  8 
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