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BullsEye Integration

Notes for Growth

Manage the Meeting From Your Seat

From time to time, meetings just happen with no having been designated the leader?  That doesn’t mean you have to put up with a meeting that goes nowhere.   There are ways to manage the meeting from your seat.

Say you arrive at a meeting and there is no one in charge, no agenda and no clear purpose.  It’s a set-up for your basic meeting from hell, especially if the groups includes some Big Mouth who has a biological need to dominate the conversation.  Here are some steps that can help:
1. Identify the Meeting’s Purpose and Intended Results:  Ask the group something like “By the way what’s our purpose here today?”  Some Big Mouth will immediately chime in.  Likely a few others will too. If everyone agrees Great.  If not let them slug it out until they get it settled.  If you have something that needs to be done, jump into the fray.  Once everyone agrees on a purpose, say something like “So we expect to accomplish the following”.  Then list what seem like reasonable outcomes from the meeting.  Again if they disagree let them mull it over but keep at it until they agree.  Notice you don’t have to say much, just be strategic at what you say and when you say it.

2. Build an Agenda.  With the above accomplished you have your agenda.  The items are the outcomes you want to produce. Write them down, if possible on a white board or flip chart.

3. Foster Participation:  If you were asked to facilitate this would be your job.  You could do things like those I described last month to make sure that everyone gets a say.  As a meeting participant you might wait until Big Mouth stops to take a breath and say something like. “I hear what you’re saying Gordon and, you know, I think Mike wants to say something.” 

4. Stick to the Agenda:  That’s easy.  With the agenda posted, if the discussion starts to wander, just point out that the group seems to be off track.  If they tell you you’re off base don’t be defensive, just say something like “I’m not trying to cut you off Marilyn, I just don’t see how this takes us where we all said we want to go with this meeting.”
5. Agree on Follow-up:  At the end of each agenda item, summarize for the group what they have decided, any action steps to be taken and, by whom.  What you say?  No one has taken responsibility for an action.  Point out that fact (innocently of course).  If still no one picks up the ball, don’t expect it to get done.

Of course none of this is guaranteed to transform the meeting from hell into a whirlwind of productivity but these steps can make things tolerable.  The alternatives are excusing yourself for a protracted visit to the restroom or pulling out your Blackberry to check  your e-mail.
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