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. Maintain control: "Let's circle back to the main agenda point”
. Encourage participation: "What are your thoughts, [Name]?"

. Manage time: "We have 0 minutes left for this topic”

£. Summarize decisions: "To recap, we've agreed to..."

auulall Silegrgo

interrupt politely: "If | may interject..." | :Jqlll carqall B

Redirect off-topic discussions: "That's interesting, but let's il cgpHgoll [
focus on..."

Assign action items clearly: "[Name], please handle [task] :cJWl cgogall M
by [date]."
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Assessment
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Teacher's Script (Expanded)
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English Version:

"Today, we'll master professional meeting language. Effective leaders
use specific phrases to:

|. Maintain control: "Let's circle back to the main agenda point"

. Encourage participation: "What are your thoughts, [Name]?"

I’. Manage time: "We have 0 minutes left for this topic"

€. Summarize decisions: "To recap, we've agreed to..."

Key techniques:
v Interrupt politely: "If | may interject..."
v Redirect off-topic discussions: "That's interesting, but let's focus

on...



v Assign action items clearly: "[Name], please handle [task] by [date]."
Remember: &% of employees in a Harvard study reported wasting
time in poorly-run meetings."

Practical Meeting Framework
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|. Opening (0 mins) | oliisll (0 &ilso)

- Formal: "Thank you all for coming. Today's objectives are..."
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¥. Discussion Flow | puw guladl

English Phrase Arabic Equivalent Purpose

"Let's table that for ol 13e Jodil Postpone off-topic
Issues

"Does anyone object?" BEsitIRgr-REliCRg: Confirm consensus

I*. Closing (I mins) | eliaJl (I @ilso)
- "Before we adjourn:

1) Action items

) Next steps

) Follow-up date"



Common Mistakes & Corrections
clba il aeflill Olugnillg
XK Weak: "Maybe we should..."
Strong: "l propose we..."
X Vague: "Someone should handle this"
Clear: "Sarah will finalize the report by Friday"
Role-Play Scenario
oyl (Slios
Situation: Team meeting running overtime
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Student A (Leader):

"We need to move on. Let's have Alex and Sam discuss this offline and

report back."



Student B (Participant):

"But we haven't resolved the budget issue!”

Effective Response:

"You're right - let's add it to the parking lot and address it first in our

next meeting."

Assessment Criteria
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Skill Excellent Needs Work

Time Management

| Ended meeting on
time with all agenda

items covered

| Ran overtime with

unfinished business




Participation

| Allowed I-T members

to dominate
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HERE'S YOUR PROFESSIONAL &--MINUTE BILINGUAL LESSON PLAN

FOR LEADING & PARTICIFATING IN MEETINGS, OPTIMIZED FOR ONLINE

DELIVERY WITH INTERACTIVE EXERCISES:



By the end of this lesson, students will:
|. Use polite interruption, clarification, and summarizing phrases in
meetings.
Olclaid Ul 6 poualillg aupgilNwagall clbNasblaall Whilic paaiuy
r. Demonstrate professional agreement/disagreement language.
180 walwl ol g @laill oe ps
I. Role-play a meeting with assigned positions (chair/participant).

(i \eJjlio ) clain Ul 9 JngT S24

|l. Key Phrases with Bilingual Explanations

A. Meeting Language / as) wlcloic I

Function English Example | Arabic Example | When to Use
Interrupting ‘Iflmayadd.." J  <oow 15 | When adding
aolo b crucial info
Clarifying "Could you | auballl ¢litay Ja | TO avoid
elaborate on...?" %Lw misunderstandings
Summarizing To recap, we've Llaajl lo anlls Lo Before closing
agreed that..." Saulc agenda items.
Disagreeing "I see your &b agog ro.g_c')i To soften

point, but..." ..(8)q opposition.



lll. Interactive Drills & Exercises

Drill 1. Phrase Matching (0 mins)
Task: Match phrases to their functions
(interrupting/clarifying/summarizing).
- Example:
- "Could you repeat the deadline?" — Clarifying / wilb oupgi
- "To summarize, we need three action items." — Summarizing / gouali

- Tool: Use Zoom poll or Kahoot! for live responses.

Drill r: Role-Play Scenarios (1- mins)
Breakout Rooms: Pairs practice:

- A: "We should cut the budget.”

- B: "If  may add, we could reduce costs without cuts." / ity ,Cuowouw 13]
aylpall clbisl gga el (pos

- A: "Let’s cancel the project.”

- B: "l see your point, but have we explored alternatives?" / ”pgpi :dljj

04 o liay Sl

Drill ¥: Live Meeting Simulation (1 mins)

- Roles: Assign | chairperson and I participants.



- Agenda: Discuss a mock project delay.
- Chair practices: "Let’s circle back to the timeline.” / "ol JgaJl ol
- Participants use: Clarification, interruption, summarizing phrases.
- Feedback: Peers vote on "Most Professional Speaker” via Zoom chat.
IV, Practical Exercise (A mins)
Task: Write a meeting summary (I bullet points) in English/Arabic.
- Prompt:
> "Your team agreed to: I) Extend the deadline, I') Hire a freelancer, 1)
Meet again next Monday."
- Template:
T plaintext
e [Action item] — [Owner]

» 3105 acgall gl — 65 Guguil

V. MCQs & Wrap-Up (0 mins)
Quiz:
|. What is the best way to disagree professionally?

a) "That's a terrible idea."

O

| see your point, but have we considered...?"

c) "No, that won't work."

)
)
)
)

d) "You're wrong."



