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Beginner lessons for Meetings

Master Basic Meeting Language for Business Success

DEFINITION

Beginner lessons in Business English focus on the language and skills needed for effective meetings. These lessons help

learners communicate clearly and confidently in a professional setting.

KEY CONCEPTS

Meeting Agenda Introductions

A meeting agenda outlines the topics to be discussed and helps Starting a meeting with introductions helps participants know each
keep the meeting organized. other and sets a friendly tone.

Taking Minutes Action Items

Minutes are written notes that summarize what was discussed Action items are specific tasks assigned to individuals that need to
and decided during the meeting. be completed after the meeting.

Closing the Meeting

Ending the meeting involves summarizing key points and

confirming next steps to ensure clarity.

EXAMPLES MEMORY TIPS COMMON MISTAKES

- Let's review the agenda for today's * Remember 'AIM' for Agenda, X Forgetting to send out the agenda
meeting. Introductions, Minutes. before the meeting.

-» Can everyone introduce themselves * Think of 'CLOSE' for Closing, List of X Not taking notes during the meeting.
briefly? action items, Overview of decisions. X Failing to follow up on action items
- | will send the minutes to all * Use the acronym 'MICA' for Meeting, after the meeting.

participants. Introductions, Conclusions, Action items.

QUICK RECAP

Beginner lessons in Business English for meetings focus on key terms and structures. Understanding agendas, minutes, and

action items is essential for effective communication. Practice these concepts to build confidence in professional settings.
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