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PLAN DE CLASES 
 

 
 
CLASS 1.  
1. Objective of the course.  
2. Calling a meeting. Invitations: formal, informal. Changes. Small talk: safe topics. Opening: welcoming, 

apologies, introductions, objectives, roles. Exercises. 
 

CLASS 2.  
1. During the meeting. Structuring the agenda. Controlling the direction. Making a point. Reporting. Linking ideas. 

Presenting arguments. Interrupting and holding the floor. Managing dominant speakers. Exercises. 
 
CLASS 3.  
1. During the meeting II. Asking for opinions. Clarifying. Listening skills. Commenting. Disagreements. Strengths 

of opinions. Criticism. Consensus. Participating in decisions. Exercises. 
 
CLASS 4.  
1. Ending the meeting effectively: Closing off. Summarizing. Clarifying next steps. Thanking. Closing. Exercises. 

 
CLASS 5  
1. Review, practice. 
2. Evaluation. 
 


