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BullsEye Integration

Notes for Growth

Roles in a Meeting
When talking about effective meetings, attention usually centers on the meeting’s leader but really, everyone has a role in making a meeting go smoothly.  Here are some tips for the participants.

1. Listen to what people are saying.  Analyze their comments and ask yourself what you can add.  Wait until they have spoken their piece before commenting.  If something doesn’t make sense, ask a question or paraphrase their idea to check your understanding.  Taking time to listen can reduce conflict when you do respond because you are more likely to have interpreted the other person’s idea correctly.  It also saves the time they would have spent clearing up YOUR misunderstanding.  Listening carefully also leads to …
2. Talk sparingly but wisely.  Once an excellent facilitator called me over in the middle of a three-day meeting and asked me a favor.  “Dave”, he said, “I have noticed that you have a lot to say in these sessions and usually it is right on point, but I also notice that other people l aren’t having as much chance to participate.  I’m wondering if you could try not talking in the next session. Keep track of what you have to say and if it doesn’t come up, by the end of the session say it then”. 
It was tough but I managed to keep my mouth shut for the next couple of hours and, to my surprise, every point I would have made came out of someone else’s mouth.  While I didn’t get to be the hero, the group really bonded during that time and everyone enjoyed the session.  Since then, I’ve made a point of talking less rather than more.  
Help the facilitator/leader manage the meeting:

a. If there are no stated goals for the meeting, ask the group to clarify them.

b. If there is no agenda, ask the leader if the group can devise one on the spot.  Make sure the time limits for each item are set.

c. With the agenda set, help keep people on task with questions like “Since this seems like a topic that’s not on the agenda can we defer it until the end?”

d. Help foster participation by noticing who isn’t talking or who looks like they would like to talk if they could get a word in edgewise.  If you see that happening and can get the floor yourself, comment that the person might like to speak or say something like “It seems like “a couple of us are doing all the talking, who else would like to speak?”

e. If the leader doesn’t do it, restate the meeting outcomes at the end and ask the group to set a date, time and location for any needed follow-up meeting.

I’ve been in meetings that were well led and produced results efficiently.  I’ve been in far fewer meetings that were well “followed”…  I think there is a lesson there somewhere.
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