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How to Make Meetings Better

Many office workers feel that meetings are often too long and not useful. A recent study
found that workers in the UK spend around 27 days a year in meetings that seem pointless.
However, improving meetings is possible with the right strategies.

First of all, preparation is crucial. People who organise meetings should send a clear plan
and maybe include a question to start the discussion. Participants should read the topics in
the agenda before the meeting and consider what they want to say. It is also useful to know
who will be at the meeting. Some people enjoy talking a lot, while others are quieter. A good
meeting allows everyone, including introverts, to speak and share their ideas.

Online meetings have tools like name displays and hand-raising buttons, which can help
people join the conversation more easily. On the other hand, hybrid meetings—with some
people in the room and others online—can be more difficult if not organised properly. To
keep everyone focused, it is a good idea to include short breaks or even a moment of silence
to relax.

After the meeting, it is helpful to send a short message with notes and tasks, and to thank the
people who joined. This helps everyone remember what was said and what they need to do
next.

In conclusion, meetings are still an important part of work life. With some preparation, care,
and good communication, they can be more useful and enjoyable for everyone involved.
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1. Are these sentences true or false according to the text? Please, write ‘True’ or ‘False’
next to each sentence and justify your answers by quoting the relevant information from
the text: (2 marks)

a. In good meetings, only extroverts should have a chance to talk and say what they think.

b. Including short breaks or a moment of silence helps people keep concentrated in

meetings.

2. Answer the following questions with information from the text, but using your own

words: (2 marks)

a. How should organisers and participants prepare before a meeting?

b. Why is it helpful to send a short message with notes and tasks after a meeting?

3. Find words or phrases in the text with these meanings: (1 mark)

a. Meaningless; useless; without relevance.
b. A list, plan or outline of things to be done or matters to be discussed.
c. Something formed or composed of heterogeneous elements.

d. Giving pleasure; pleasant.
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4. Complete the following sentences. The meaning should be the same as that of the
sentence above: (2 marks)

a. ‘We have a long agenda in this afternoon meeting’, the chairman told them.

The chairman

b. They didn’t prepare for the meeting in advance. The meeting wasn't effective.
If they had

5. Write a composition. Choose ONE of the following topics (100 - 120 words)
(3 marks)
a. Advantages and disadvantages of working from home.
b. The importance of balancing work and personal life.
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INSTRUCCIONES DE APLICACION Y MATERIALES PERMITIDOS

No se permite el uso de diccionario. El examen se califica sobre un total de 10 puntos. La puntuacion
parcial de cada una de las preguntas figura ente paréntesis al lado del cada enunciado.

Pregunta 1:

La respuesta correcta consiste en indicar si la afirmacién es TRUE o FALSE y en justificar la eleccion
citando del texto, reproduciendo las palabras textuales entre comillas, aportando toda la informacién
relevante sin excederse.

Se otorgara un punto a cada frase, siempre que tanto la denotacion de Verdadero o Falso como su
justificacién sean correctas. La cita debe ser coherente. En el caso de que la justificacion sea
excesiva 0 escasa, se podra otorgar medio punto por frase. No puntuaran aquellas respuestas en las
gue la denotacién de Verdadero o Falso no vaya acompafiada de su correspondiente justificacion o
ésta sea incorrecta.

Pregunta 2

La respuesta correcta consiste en expresar la informacion que aparece en el texto pero con sus
propias palabras sin copiar del texto e incluyendo toda la informacion relevante. Se valorara tanto el
aspecto formal como la adecuacion de cada respuesta a la cuestion formulada. Se otorgara un punto
a cada respuesta correcta.

En todo caso, se penalizara la reproduccion fiel del texto, otorgando a cada frase 0,25. Si la
reproduccion es parcial se otorgara 0,5 por frase.
Pregunta 3

La respuesta debe ser la palabra o expresion precisa y equivalente 100% a la definicién que se da. A
cada respuesta correcta se le otorgaran 0,25 puntos.

No puntuaran las respuestas que incluyan varias opciones como posibles respuestas aunque entre
ellas se encuentre la correcta.

No puntuaran las respuestas que reproduzcan fragmentos u oraciones completas aunque en ellas
aparezca la palabra o expresion correcta.

Pregunta 4

Es importante la adecuacién semantica y la correccion de la estructura morfosintactica.

No se deben cambiar los componentes Iéxicos de la oraciéon. S6lo debe cambiar la estructura de la
misma.

Prequnta 5

Se observara, en primer lugar, que el aspirante se atiene en su escrito al tema y extension propuestos
y se valorara su capacidad comunicativa en inglés, el uso correcto de las estructuras gramaticales (se
penalizardn los errores ortograficos y la falta de coherencia sintactica), el vocabulario adecuado y
preciso (se penalizaran los usos impropios e imprecisos de las palabras) y el orden y coherencia en la
exposicion, el uso de parrafos, la creatividad. Se podra penalizar la falta de orden y limpieza con
hasta 1 punto.

No se permite la reproduccion literal y continuada de fragmentos del texto inicial.




