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Do you spend too much time in meetings, usually with little to show for
it? Everyone else does! You're not alone. Here's an easy solution and
one that will let you be known as "the" person who conducts meetings
that are effective, productive, and don't waste time. In 10 Steps to
Successful Meetings you'll learn how to use tools and resources that
help plan and manage effective, results-driven meetings. In addition,
everyone who uses this book will be able to successfully set meeting
goals and agendas, prepare and conduct a well-run meeting, lay
ground rules and deal with problems as they arise, boost the interest of
attendees, and finally, evaluate the efficiency of your meeting with solid
follow-up strategies.
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