


"Congratulations! You've just
been promoted to full-time
meeting attendee.”
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Why have a meeting
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10 likes a meeting...
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- Successful Meeting means....

ear realistic outcomes

eeting
d roles
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- Meeting- Purpose?
olving problems == e
« Brainstormit
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- Meetings- Some Facts
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~ Is it required to hold a Meetmg
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- Why meetings are ‘Unproductive...?
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- Why is an Agenda important??

Prepares chairman —
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E Information Agenda includes:
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Meeting.outline
= Meeting Management — A Leadership Responsibility
ny Effective Meetings? —> i
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Why do we run‘out of time??




Meeting techniques
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E Types of Meetings

ormal or Informal
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Goals of Meeting
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- Before the"Meeting

Define the purpose of the meeting.
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E Before the Meeting, cont’d

Drepare or identify background information.
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Checklist forii’eparation .

Meeting Room
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E During thé Meeting
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During the Meeting, cont’'d .
Control interruptions — ask t_hﬂ_at cell phones and
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After the Meeting
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- Preparing‘Minutes .

v the format of the meeting agenda and include;
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Members in.General
e People often react to other people - not to their

|[deas.

e Chalr must stress that effectiveness = disregard for
personal or departmental allegiances.

« Self perception - some see themselves as elder

statesman, joker, voice-of-reason.

Group*Building Roles

The Initiater

Suggests new/different
iIdeas/approaches

The Opinion Giver

States.pertinent beliefs about the
discussion-or others' suggestions

The Elaborator

Builds on suggestions made by
others

SIHFW: an 1SO 9001:2008 certified Institution
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Members in General - Supportive@

Maintenance Roles

Tension
Reliever

Uses humor or calls for a break at appropriate
moments

Compromiser

Willing to yield when necessary for progress

Clarifier Offers rationales, probes for meaning, restates
problems

Tester Raises questions to test if group IS ready to come to
a decision

Summarizer Triesyto pulldiscussion together, reviews progress so
far |

Harmonizer Mediates differences of opinion, reconciles points of
view

Encourager Praises and supports-ethers in their contributions

Gate Keeper

Keeps communications open, creates opportunities
for participation
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Members in General - Disruptive

Group Blocking Roles

@

The Aggressor Deflates status of others, disagrees and criticizes

The Blocker Stubbornly disagrees, cites unrelated material, returns to
previous topics

The Withdrawer Will not participate, private conversations, takes copious

personal notes

The Recognition
Seeker

Boasts and talks excessively

The Topic Jumper

Continually changesthe subject

The Doeminator

Tries to take over, asserts authority, manipulates the
group s

The Special Pleader

Draws attention to own concerns

The Playboy/Girl

Shows off, tells funny stories, nonchalant, cynical

The Self-Confessor

Talks Irrelevantly-effown feelings and insights

The Devil's Advocate

More devil than advocate!

Based on HC Wedgewood's Fewer Camels, More Horses: Where Committees Go Wrong. Personnel, Vol 44, No 4, July-Aug 1967,
pp62-87. Quoted in Pearce, Figgens & Golen. Principles of Communication. New York, John Wiley & Sons, 1984, pp. 383-384.
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Member Stereotypes

Stereotypes You May-Expect to Find in a Group

Chatterbox Talks continually, rarely on the topic, has little to
contribute

Sleeper Uninterested in the proceedings, some can sleep
with eyes open!

Destroyer Crushes any and every idea, can always find
something wrong

Rationalist Makes worthwhile contributions, ideas arewell”
thought-out |

Trapper Waits for opportune moment to show error has been
made - likes to trap the Chair

Know-All Tries to monopolize;-but can have good ideas

Thinker Shy and slow to come forward, but is a great asset

Based on Sadler and Tucker. Common Ground. South Melbourne, Macmillan, 1981. pg. 82.
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Dealing with difficult members .
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How to Deal with Disruptive Members .

« Make sure that all meeting participants understand
1eir responsibilities. —
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How to Deal with Disruptive
! Members

. Members \MJO are vocaIIy domlnant —
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Effective meetings
_ 88% — Participation
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E Negative meetings
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Bad Meetings Cause:
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E Chairing the meeting
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E Concluding the meeting
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Roles: Tim'é“—Keeper
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"Whew! That was close! We
s S almost decided something!”
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Taking the minutes
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Participant

> _Know the agenda before the meeting
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! Meeting room

\/ mberSTTTust be able to easily see one *
C n

&
.

- ki _ :
JIHFW I-an SO 9001: %Ogertlflecllnstltu n - &:1._' ‘. “
T & %1 R



)
e Theater Style {)
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: — Leader has great power by position.
Participation and interruption by audience——
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Final Thoughts

Praise! Praise! Praise!
aise people twice as much as you criticize.
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SLASBEFRGEN

“The last thing I remember, I was sitting in a
staff meetulg Apparenﬂjr, I died from horedﬂm.”
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