
 

 
Location:  Aberdare 
 
Duration: 1/2 day 
 
Content 

 Role of minute taker 
 Agenda preparation 
 Dealing with problems 
 Taking effective minutes 
 Setting out correct minutes 

 
Cost: £60 per person plus vat 
Group Discount Available 
 
Contact:  Howard / Sarah  
01685 886444 or daretraining@btconnect.com 
 
 
 


