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: 6C:009p6 Tim Hindle - managing
Meetings o} cocbesonteueocn Happy World
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Using Meeting Efféctively
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Knowing your aim
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m Meeting Informally |
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m Meeting Formally
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m Revolutionzing Communication
aoond:eecdeodoosee:eoné
80059305¢ e[p&:c5{gl:
9~13 o

m Choosing the Right type of Meeting

5005:3260:G6 egiguS[gs:
14~16
m Keeping on Track

cob:geopieogs:
18~20




gpoSiogSn opSteS:c0ic00 g

Preparing For a Meeting
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m Inviting Panticipants
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m Preparing an Agenda
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m Locatinga Meetlng
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m Seating Participants
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Atten

ding a Meeting

Taking anActive Role
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Being Seen and Heard
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Listening
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to others
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Handling Problems
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m Taking Minutes
20p5:3260:905006:
60~63 R

m Evaluating Your Skill As a Participant
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- Chairing a Meeting
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Understanding the Role
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Researching Attendees
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Pacing a Meeting
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Controlling a Meeting
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Keeping Order
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m Closing a Meeting
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m Solving Problems in formal
meetings
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m . Evaluating your skill as a Chairper
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Meetings cost time and money, both
of which are valuable. Hold meet-
ings only when necessary and en-
sure that they are concise and con-
structive.
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Always be clear about the
purpose of a meeting from
the outset.
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If an issue can be resolved
without a meeting, cancel
the meeting.
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Consider carefully what
makes a successful .
meeting, and what is likely !
to make an unsuccessful
one.
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Consider what would
happen it a regular meeting
- were not held.
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Remember that the
presence of senior
managers may inhibit
discussion.
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Hold meetings away from
your work space so that
you can leave easily.
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Familiarize yourself with
the different type of formal
meeting procedure. :
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Be aware of legal
. requirements that are
entailed in formal meeting.
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Before a meeting, phone
attendees to focus them on
the issues.
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Be selective with
information, and avoid
-overload.
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Take into account global
time differences when
organizing and setting up
conference calls.
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- Optimize an online"
meeting by setting a time
limit. - |
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Repeat your name when
. you speak during a
telephone conference call.
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Always think carefully ..
about the type of meeting
- you need to hold.
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Keep meeting as small as
possible to help minimize
. ¢ _.distractions.. . |
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Place a watch or clock in a

prominent position so you

are able to keep an eye on
the time.
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Circulate any supporting
papers together with the
agenda.
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Canvass support from
possible allies in advance
of the meeting.
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Make sure the aim of a
meeting is agreed before
the meeting starts.
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- Remind people of the
agenda whenever they
stray from it.
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Consider how participants
will work in a group
. setting.
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