
 
 

Version 2 - 31/08/12 https://remote.tphumancapital.com.au:987/Shared Documents/Training/Non-Accredited/Outlines/Professional Development/Minute_Taking.docx 

 

Level 1, 48 Gregory Street, North Ward 

PO Box 1418, Townsville QLD 4810 

Phone 07 4772 3800 Fax 07 4771 2565 

training@tphumancapital,com.au 

www.tphumancapital.com.au 

ABN 410 996 40507 

ACN 099 640 507 

 

 

Powerful Learning 

No matter who you are or what you do, whether at work or in the community, you are likely involved in meetings. 
Meetings are costly, whether they are held in a company boardroom or at the local coffee shop; time, money, 
wages, resources, venue cost - it all adds up. To ensure that meetings are productive and worth the expense 
involved, three ingredients are necessary: an assurance of results, a strong chair or leader, and accurate minutes. 
It has been said that if accurate minutes have not been recorded, then the meeting may just as well not have 
taken place.  

If people can’t remember or agree on what actually occurred at a meeting, how can the 
group effectively accomplish its objectives? After this ½ day workshop you 
will understand your role as a minute-taker and the best techniques for 
producing minutes that include all the essential information needed to 
produce well written, succinct, clear and actionable minutes. 

Tangible Outcomes 

You will: 

 Recognise the importance of meetings and your role as minute-
taker 

 Develop key minute-taking competencies: including listening, 
critical thinking, and organisation skills 

 Be able to resolve many of the complaints that affect minute-
takers 

 Learn what to record  
 Become effective at capturing the essential details of what is 

discussed in a clear and succinct manner 
 Be able to write minutes that are suitable for formal meetings, 

semiformal meetings, and action minutes 
 Be an efficient minute-taker in any type of meeting 
 Be able to prepare and maintain a minute records 

Duration ½ Day (9am to 1.00pm)  

Value For just $395 each participant receives quality training, 

comprehensive course notes, morning, tea and lunch, free 

parking and individual follow up support. 

Relationship to the Business Services Training Package 

This course meets the training requirements of the following units of competency: 

 BSBADM405B Organise Meetings. This is a core unit of the Nationally Recognised Certificate IV in Business 
Administration and can be used as an elective in other qualifications within the Business Services Training 
Package. An assessment for this unit is available to those who wish to gain a Statement of Attainment. 
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