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Why Are Meeting
SRills Important?

d1Salunisiviu)

v Shows professionalism and competence (uaav

A WLduidoodwuazAduaiuisa)

7 v/ Helps build business relationships (¥28as1vA21U

dUWUSNIVSSAD)

v Required in international business 911Jud1ksu

L, 5SADS:KIVUSEINF)
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------------------------------

Types of Business
Meetings

77

« Team meetings (N1sUs=yuNU)
» Project updates (n1ss1gviunNUAUKUIlASLATS)
» Client presentations (n1stihiauacioanan)

* Brainstorming sessions (A1ss:auAdIUAQ)

» Performance reviews (A1sUs:lduWanIsNIviu)

 Board meetings (MsUs=yuAtu=NSSUNIS)



Phrases

Expressing Opinion (LaavA>uAQlKku):
e "| think..." (WUAQD...)

* "In my opinion..." (luA>IWAQUBIYWU...)

* "From my perspective..." (91AUUUDVUDVWU...)

/ Agreeing (1Aud>a):
A\, "l completely agree" (WuLKUQDgDE10DAUYSE)

- "That's a great point" (UutduUs:1§una)




[ ssential Partlapatlori AR
Phrases : =

Disagreeing Politely (IutKua>gagivaniw):
- "| see your point, but..." (WUt ldpUs:t1Guasu ua...)
« "That's interesting, however..." (Uraul La...)
« "I'm not sure that..." (Wuluuu(»m...)

Making Suggestions (lduduus:):

« "l suggest we..." (WuyalaualKLs...)

 "How about we..." (1S1a9v...a[KU)

« "Why don't we..." (M luts1lu...)
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Getting Permission
to Speak

Formal Ways (ttuutdunivnis);

e "May | add something?" (UalVT;UlC_'IUmIHU?)
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» "Could | make a point?" (vouaavanutkulalku?)

o "If | may..." (KNAWUUD...)

¥ /. Informal Ways (uuuluiunivmis):

¥ e "Can | jump in?" (uvaunsalalku?)
- "Sorry to interrupt..." (ualnynunsa..)

+ "Just to add..." (UBLWULEILI...)
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\Strong Opinions (A2WRUALLDUL): T

- " strongly believe that..." (Wutdalu3n...)
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+ "I'm convinced that.." (WuJuto31...

I

» "There's no doubt that..." ((UGdaavde...)
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Tentative Opinions (A2 WiRURGV T UUTD):

» "It seems to me that..." (QIkdou...)

» "| tend to think that..." (nuUAD=AQD...)

» "Perhaps we could..." (U1VN1S191D2x...)
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AsRing for
Clarification
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v’ Shows you are listening actively uaavoineuwvoe1vavd
v Prevents misunderstandings Uavaunduin»ia

v Demonstrates professionalism uwaavAnuluidoondw

v Better than pretending to understand and>1nstnavidu

W (D

Remember: It's okay not to understand everything!

21103: lutnonaagvoalutduls!




Basic Clarification
Phrases |

When You Don't Understand (lﬁ'ahiuhb):

* "I'm sorry, | don't understand" (valnuy wulu(d)

- "Could you explain that again?" (¥d>ga5u183n
ASOIATkU?)
» "I'm not sure what you mean" (Wuluuu(ad1Agu

kU189 avo:(S)
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N Professional ;o \
\ Clarification Phrases:

More Formal Ways (wuutdunivaisuindu):
« "Could you clarify what you mean by...?" (¥2¢
GLUavIIATUKUIgava:[SIUaWaI..?)

« "I'd like to make sure | understand correctly..."

(Wuaenalkuul®dban..)
e "Just to confirm my understanding..." (lv‘\'ia N

guguAULU(DUDVWU...)
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AsRing for
Repetition

-------------------------------

Polite Ways to Ask (3Suauuuaniw):
- "Could you repeat that, please?" (d2awasl4 ,

Ku?)

» "Sorry, could you say that again?" (valnu

< ¥29ywadnnsvldlku?)
/ o +"l didn't catch that. Could you repeat it?" (WU

. WoldTé $rewadlElku?)
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Checking Your
Understanding

+"So you're saying that..?" (AeukUI8ADIUIN...?)
« "Let me make sure | understand..." ((KkWwuMm(k
a1 ia...)

« "If  understand correctly.." (AMWuL(d9A...)

» "So basically, you mean..?" (lagwugiuuan

ATUKUIEDY...?)

1
-l = | o -

* "In other words..." (KSowadnUgKUV...)
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Problems and
Solutions :

Problem: Speaker talks too fast wwawaisoiaulu

Solution: Could you speak a bit slower, please? vogwas1av

Kuoolalku?

1
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., Problem: Technical terms you don't know FfiAwninAGANIUS

/~Solution: What does [word] mean? [f10] runegive:ls?

Problem: Accent is difficult to understand ddgvndnonn

Solution: Sorry, could you spell that? ualny viga=nalalku?



Before the
Meeting - DO'S
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v Arrive on time or 5 minutes early u1asv1a1Kkso1SINI 5

uln

v Come prepared with materials laSgulonaisazaunsad

U {KWSDU
v Read the agenda in advance E)'1u2)1s:msUs:qUEi:)\)hG1 |
v Dress appropriately wavag(kiKuizau

v Turn off your phone or put on silent JalnsAwrik3aav

Wuou

v/ Bring business cards thuiuuasuiqle
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Meeting - DO'S

------------------------------

v/ Listen actively and take notes Woagvavluaznadufin
v Make eye contact with speakers aumaunwa

v Wait for your turn to speak saailuniswa

v Speak clearly and at appropriate volume walkdaloullazldgo
LK

v/ Stay focused on the agenda Uvadiwaulalunons:nsus:s

v Ask clarifying questions when needed aUAIAULIWD AL

gawutgau
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Meeting DON'TS |

X Don't use your phone during meeting 2e1(8lnsAwN

S:KkI10USY

X Don't interrupt or talk over others ag1J0dvKI=KSaWQNU

ou

c2p

. X Don't have side conversations 818UV AUAUDU

X Don't criticize ideas harshly ag1391s0dA1WAQD 81V

SULLSY

') xDontt bring up irrelevant topics agiwaiSavnlutAgdiov



------------------------------

Body Language

------------------------------

" Positive Body Language (nMu1a1g18vudn):;

V' Sit up straight (UoKavQSL)

v Lean slightly forward (loudUgvkintantos)

v Nod to show understanding (wWgakuuaavAd UL d)
v Keep hands visible ({(KiJouaviKula)

Negative Body Language (11u1n1818vav):
X Slouching or leaning back (UolAvKAVKSDLOUKADL)

X Crossing arms (n9Qon)
X Looking at phone or watch (uavlnsFiwrikSaulwn)

. L \
X Fidgeting or tapping (Aszaduns=a1gKSolA:)
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Following Up
After Meetings

immediate Actions (Asarldunisnun):

v Send thank you email within 24 hours
dvdavauatumsalu 24 5luv

v Share meeting notes if requested
ugsuunamsus=yurInlasun1ssoavud

v/ Complete assigned action items

adunmsaunlasuusukuieg
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