SOCI 1203 - Writing a Professional Agenda (5%) 
Due:  Sunday, July 12th before 11:59 pm 
Scenario:  You are an Executive Assistant at Trent Valley Community Services.
A summer student, Martin, has been assisting with administrative tasks and has been asked to prepare the agenda for an upcoming staff meeting. Before distributing the agenda to staff, Martin sends it to you for review.
After looking at the agenda, you realize it contains several common mistakes. As the experienced administrative professional, you must provide coaching and guidance to help Martin improve the agenda before it is distributed.
													
Hi,
I've drafted the agenda for next week's staff meeting and am planning to send it out this afternoon. Could you take a quick look and let me know if it's okay?  It is included below.

Staff Meeting
Date: July 23
Time: 9:00 AM 
Topics
· Budget 
· Problems
· Upcoming Training
· Vacation Schedule
· New Program Launch
· Questions/Discussion
· Other Business
Thanks,
Martin, Summer Administrative Assistant

Your Assignment has 3 parts: 
PART 1: Identify the problems (5 marks) 
Identify at least 5 weaknesses in the agenda and briefly explain why each issue could lead to an ineffective meeting.  You may do this in point form.  
The issues I have found with Martin's email are:
 1. No meeting purpose or objective: The agenda does not explain why the meeting is being held. Including a clear purpose helps attendees understand the meeting's goals and prepare properly.
2. Missing location and meeting format: The agenda provides the date and time but does not specify where the meeting will take place or whether it will be held virtually. This could create confusion and cause participants to arrive late or miss the meeting.
3. No list of attendees or meeting roles: The agenda does not identify who should attend, who will chair the meeting, or who will record the meeting minutes. Clearly assigning roles ensures the meeting runs efficiently and that the appropriate people participate.
4. Agenda items are too vague: Topics such as " Budget" and " Problems" are not descriptive enough. Attendees need more details so they understand what will be discussed and can prepare any necessary information beforehand.
5. No time allocation: There is no indication of how long each topic should take. Assigning time limits helps keep the meeting focused, prevents discussions from running over and ensures all agenda items are covered.
6. No expected outcomes or required preparation: The agenda does not explain the objective of each discussion or identify any documents participants should review beforehand. Providing this information helps attendees arrive prepared and makes the meeting more productive.






PART 2:  Coach the Summer Student (10 marks) 
Write a brief professional email (approximately 100–150 words) to Martin explaining how he can improve the agenda.  Your communication should be constructive, supportive, and professional.
Email: 
Subject line: Agenda Feedback for Next Week's Staff Meeting
Hi Martin,
Thank you for preparing the agenda for next week's staff meeting. You have made a great start by identifying the main discussion topics. Before sending it to the team, I recommend adding a few more details to make it more effective.
Include a clear meeting title, purpose, location and a list of attendees. It is also helpful to organize the agenda items in a logical order, assign time limits to each topic, and identify who will lead each discussion. Finally, include the expected outcome for each item and note any documents participants should review beforehand. The additions will help everyone arrive prepared and keep the meeting organized and on schedule.
Please let me know if you have any questions. I'm happy to help.
Kind Regards,
Tristan Calleja












PART 3:  Create an Improved Agenda (10 marks) 
Create a revised version of the agenda that reflects the principles and best practices discussed in class.
Staff Meeting Agenda:
Purpose: Review departmental updates, discuss financial planning, prepare for upcoming staff training, finalize the summer vacation schedule and introduce the new community outreach program.
Date: Thursday, July 23, 2026
Time: 9:00 am - 10:45 am
Location: Boardroom A, Trent Valley Community Services
Chair: Executive Director Jane Ferdson
Minute Taker: Martin, Summer Administrative Assistant
Attendees: Department Managers, Program Coordinators and Administrative Staff
	Time
	Agenda Item
	Lead
	Desired Outcome

	9:00-9:05
	Welcome and Meeting Overview
	Jane Ferdson
Executive Director
	Review agenda and meeting objectives

	9:05-9:25
	Budget Update
	Jason Walsh
Finance Manager
	Review current budget and discuss financial priorities

	9:25-9:40
	Operational Challenges
	Natasha Robinson
Alya Grayham
Department Managers
	Identify current issues and determine possible solutions

	9:40-9:55
	Upcoming Staff Training
	Nao Chen
HR Coordinator
	Confirm training schedule and employee participation

	9:55-10:10
	Summer Vacation Schedule
	Nicolas Granger
Administrative Manager
	Review vacation requests and staffing coverage

	10:10-10:30
	New Community Program Launch
	Lex Robert
Program Manager
	Discuss implementation timeline and staff responsibilities

	10:30-10:40 
	 Questions and Discussion
	All participants
	Address outstanding questions and concerns

	10:40-10:45
	Action Items and Adjournment
	Jane Ferdson
Executive Director
	Review assigned tasks and confirm next meeting




	Criteria
	Excellent
	Good
	Needs Improvement

	Analysis of original agenda (5 marks)
	Thoroughly identifies and explains significant weaknesses in the agenda and demonstrates a strong understanding of how these issues affect meeting effectiveness.

	Identifies most weaknesses and provides reasonable explanations.

	Identifies some weaknesses but explanations lack depth or clarity.


	Providing Professional Feedback (10 marks)
	Feedback is constructive, professional, supportive, and provides clear guidance for improvement. Demonstrates strong workplace communication skills.

	Feedback is professional and generally helpful.

	Feedback provides some guidance but lacks professionalism or clarity in places.


	Revised Agenda (10 marks) 
	Revision demonstrates excellent application of agenda-writing principles learned in class. The agenda is clear, purposeful, and likely to support an effective meeting.

	Revision demonstrates good application of agenda-writing principles with only minor areas for improvement.

	Revision demonstrates a basic understanding of agenda-writing principles but contains noticeable weaknesses.


	Professional Writing and Presentation (2 marks) 
	Document is well-organized, polished, and free of grammar, spelling, and formatting errors.

	
	Errors noted in grammar, spelling or formatting.

	TOTAL 
	/27






