
 

Facilitating For Results 
 

 

 

 

Today’s organizations use meetings to share ideas, make joint decisions and plan actions. 

Issues are often complex, and the pressure to produce results is high. The effectiveness of 

a meeting depends on the facilitator. 
 

Meetings have always been an organizational fact of life. What’s changing is the role 

meetings play as employees take responsibility for managing and improving their own 

work. Fewer meetings are called simply to transmit information or announce a decision. 

Instead, meetings have become forums for sharing ideas, making joint decisions, and 

planning actions aimed at achieving results. Because of these changes: 

 

 More people in an organization attend meetings today than ever before, many of 

them for the first time. 

 

 Meetings often include people from more than one function or department. These 

people may not know one another or be familiar with one another’s type of work. 

Their opinions and points of view may differ widely. 

 

 The issues under discussion are frequently complex, and the stakes are high. No one 

person has all the answers. 

 

 There’s more pressure for meetings to produce results. 

 

Module Highlights & Outcomes 

 

 Prepare the group for a focused meeting. 

 

 Encourage diverse points of view 

 

 Keep the group focused and moving 

 

 Make sure action items are planned 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Benefits of Facilitating For Results 

 

      

                              At the completion of this module, participants are able to: 

 

 Describe how using The Basic Principles in meetings creates an environment that 

fosters productive and efficient meetings. 

 Prepare the group for a focused meeting. 

 Encourage diverse points of view. 

 Keep the group focused and moving. 

 Make sure action items are planned. 

 Describe the planning involved in preparing a team for a focused meeting. 

 Successfully start a meeting by reviewing the purpose, desired outcomes, ground 

rules and agenda. 

 Apply numerous facilitation techniques to encourage a wide range of views on 

discussion topics. 

 Describe plans for using the skills from this module when leading meetings. 

 Explain the difference between meeting process and meeting content. 

 Demonstrate how to keep the discussion on track while maintaining an appropriate 

meeting pace. 

 Demonstrate how to assign action items and make follow-up plans to conclude a 

meeting. 

 Explain how to evaluate a meeting. 

 Describe how the key actions can be used by meeting participants. 

 

 

 

 

 

 

 

 

Program Specification 

                   Audience: -   Supervisors, managers and individual contributors. 

                  Class Size: -  12 – 15 Participants. 

 

Length: -  1 ½ Day. 

 

 

 

 

AchieveGlobal India
Suite 101, Jewel Milan, 

30th Road, Pali Junction, 

Phone: (+91-22) 26401920
Fax: (+91-22) 26401640

  

 

 

© AchieveGlobal – All Rights Reserved 

About 

AchieveGlobal 

AchieveGlobal 
helps organizations 
translate business 
strategies into 
results by improving 
the performance of 
their people. Clients 
worldwide rely on 
AchieveGlobal’s 
proven expertise in 
leadership 
development, 
customer service, 
and sales 
effectiveness. 
Implementing 
research-based 
learning solutions, 
AchieveGlobal 
empowers clients to 
successfully 
develop leaders 
and acquire, grow, 
and retain profitable 
customer 
relationships. 
 
With 75 offices in 
42 countries—and 
programs and 
services in more 
than 40 languages 
and dialects—we 
can work with our 
customers virtually 
anywhere in the 
world. We welcome 
the opportunity to 
work with you too. 
  

Bandra (W), Mumbai - 400050


