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The Meetings and events competency is part of the program of study leading to the Diploma of
Vocational Studies in Secretarial Studies. The program is divided into 25 competencies totalling
1,485 hours of training.
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PRESENTATION

The specific competency Meetings and events is offered as part of the Diploma of Voca-
tional Studies in Secretarial Studies program. The educational objectives of this program
are to increase the quality of customer service, to develop an interest in deepening one’s
knowledge of technological tools, and to develop a sense of autonomy and initiative.

Today’s secretaries are autonomous and an integral part of any management team. Acting
as true assistants, they support managers and professionals, take charge of a range of
files, and assume multiple responsibilities. The skills to be developed to meet the needs
of today’s organizations are numerous and increasingly varied.

This guide will help you develop your skills in planning and organizing meetings and
events. You will learn how to organize your work; make and track reservations; prepare
notices of meetings, agendas, minutes, news releases, and invitations; and become fami-
liar with the standards for sending these documents.

This guide contains essential components for your progress: role-playing exercises that
are representative of the secretarial profession as well as clear explanations that will allow
you to efficiently perform various tasks related to this professional field. You will work as
a receptionist, secretary, or assistant in various organizations. Your company’s image will
be affected by your ability to plan and organize meetings and events according to the
needs and expectations of your management, to produce various documents in a meticu-
lous manner and according to a schedule, and to manage various communications while
respecting the requirements and rules of professional communication.

SITUATIONS

The guideiscomposed of five situationsthat will not only introduce you to new knowledge,
but will also teach you how to handle them with ease and apply them competently. Each
is built on the same model. It begins with a context and the mandate you have been given.

The situation is then divided into several tasks. Each task is presented in a dynamic and
motivating way. You will be guided through it step by step. The notions, techniques, rules,
and concepts will be explained to you in detail and supported by numerous exercises, which
will allow you to acquire this new knowledge. On portailsofad.com, you can access the
tables of this guide to consult and print them, if needed. Your teacher or tutor has access
to the answers to all the exercises. Ask them when necessary.

MEETINGS AND EVENTS
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LEARNING ASSESSMENT

This guide is accompanied by two graded activities and a summary activity, presented in
separate workbooks that will have been provided to you with the guide or that you will be
able to download from portailsofad.com. You will find all the necessary information in
your guide at the appropriate time.

You must submit your graded activities. Hand them in to your teacher if you are taking the
course in person or send them electronically to your tutor if you are studying remotely. In
both cases, you will receive an evaluation form.

The graded activities are an excellent way to help you recognize and overcome your diffi-
culties. The culminating activity was developed using the same criteria as the final course
evaluation. It is therefore an excellent way to prepare for the official final test, which you
will take under supervision at a professional training centre.

REQUIRED MATERIAL

The material for this module includes:

+ the Meetings and Events learning guide;

+ two graded activities and a summary activity;

+ access to portailsofad.com;

+ the audio file for Situation 1, available at portailsofad.com.

A few tips

Complete all the exercises in this learning guide, as well as the graded activities. Check
your answers carefully with your teacher, tutor, or the answer key and, if necessary, review
the material to make sure you understand it before moving on to the next task.

If you still have questions, do not hesitate to ask your teacher or tutor for explanations.
The duration of the training is estimated to be approximately 60 hours of work.

Set up a study schedule that takes into account not only your needs but also your family,
work, and other obligations. Stick to the schedule you have chosen as much as possible.

Introduction “


https://portailsofad.com
https://portailsofad.com
https://portailsofad.com

GUIDE OVERVIEW
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A few pages of a situation

The coqtent isillustrated
with many relevant
examples.

The heading “N.B.” draws
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How a meeting is held depends on the choice of the initiator of the circumstances.
It may be based on factors such asthe number of people who must attend, sanitation

requirements, or the participants’ geographic |ocation. Some companies may have other

ways of doing things, but below are the most common.

In person

The participants areall phys\caﬂy gathered in the same place
room). Human contact and non-verbal language play an important role.

(e.g., conference

For example: Martin parker invites tWo employees 0 his office to ry 10 resolve 0
challenging situation that has arisen between them

Via audio conference

Audio conferencing, commonly known as conference calling, may be preferred

when ameetingis of short durationof if, for example, the use of the Internetis not

possible. However, there must beavery small number of participants, otherwise

the conversation could quickly become hard to follow.

e: Using his hands-free phone, the building technician gives @ briefreport
to Tony Dpomachev following a discussion he had with the person in
charge of the construction of the company's new building.
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Via video conference
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the information continues

on the next page.
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The “Reminder” section
refers to concepts that have
been seen previously.
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EXAMPLE (continued)

TYPE OF
MEETING
(continued)

DEFINITION (contin! ued)

| This committee meets to provide feedback

type of meeting stoallow 2
f employees to share | and suggestions for organizing the
| annual Careers Open House N

I
| The purpose of this

Working
committee “ committee or a working group o
| their ideas on a given subject
| | (e.g, promotion, advertising)-
|
social | This type of committee s made up of employees | The employees who make up Transport "00;
committee | from different departments - usually volunteers - | jnstant’s social committee organize various
| who get together to organize social, sports, cultural, | annual events (e.g., end-of-year party,
| and tourist activities, fundraisers, etc. | retirement celebration, holiday party),
| | which toke place on specific dotes.
|
special | This type of committee is created spontaneously | Mia Lee s forming a committee to invite all
committee | byasuperior forthe implementation of a particular “ customers to the launch of a new service
(ad hoc) | event It ceases to existafterit e it mandate and | offered by Transportnstantin four months.
| files its report. \‘
Extraordinary | Thistype of meeting is held when the review of | chorlotte Thompson s calling a meeting
| a given topic ora decision o be madels deemed | with the directors today to announce that
| Grgent and cannot wait. Generally, ¢ wkesplace | therewill be temporary layoffs in each Proofread the cont
| the same day orthe next. If participants are | deportment storting next Monday. minutes, The ?”t separate the diffey
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|
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Terms that may be more difficult
to understand are defined in
the margin or at the bottom of |
the page.

At the end of Situations
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perform an activity that will
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A LEARNING GUIDE

FROM THE COLLECTION

With the Hegdsmp learning guides, students Jemem

acquire competency through authentic work

situations so that they are ready to deal with the real- JM

world demands of the labour market.

The learning guide Meetings and Events is
fully compliant with the vocational program in
secretarial studies (DVS 5857) in the training sector of
administration,commerce and computertechnology.

As students perform the assigned tasks, they acquire elements of the competency
Performing activities related to the organization of meetings and events:

« organizing the work

« making reservations and following up

«  preparing meeting notices, news releases, invitations and accompanying documents
« producing a summary, minutes or report of an event

« distributing documents

The learning guide Meetings and Events consists of four work situations:
o Planning and organizing a meeting
a Organizing an annual general meeting
e Producing and distributing news releases
a Planning and organizing an event

Discoverour new Heads @ series: stimulatinglearningresources for contextualized
training that promotes success both at school and in the workplace.

The learning guide and answer key (PDF), as well as
complementary digital resources, are available at

portailsofad.com. ISBN 978-2-89798-130-3

97782897"981303

Printed in Quebec 4672-01
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