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Effective Chairman - Effective Meetings

Effective meetings:

The purpose of any meeting is to make decisions. While it is important to have proper debate to ensure that all factors are taken into account prior to decisions being arrived at each debate should result in a decision.

Meetings should be as brief as possible. If they drag on and become boring people will not continue to turn up.

Problems with Meetings:

· Lots of talking but no decisions.

· Members not following up on decisions or tasks.

· Long winded and repetitive contributions.

· The same individuals talking all the time.

· More than one person talking at the same time- poor control.

· Meetings being poorly planned i.e. no agenda or the agenda not being adhered to.

· Meetings starting late.

· Meetings dragging on to long.

· Too many meetings being held.

Ensuring that none of these are allowed to happen is mainly the responsibility of the Chairman with the secretary having a major role in the planning and recording of the meeting. 

After each meeting the chairperson should review this list to ensure that none of these things are happening at meetings they are running. 

It is also a good idea for the chairperson to ask for feedback on the meeting from members on a one to one basis. 
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Questions all Chairpersons should ask themselves

· Do I work effectively to maintain an efficient team? 

· Do we have a proper Plan?

· Am I Punctual?

· Do Meetings start on time?

· Are all of the officers enjoying their roles?

· Do some officers need help?

· Are meetings being run efficiently and effectively?

· Are we having enough meetings?

· Are we having too many meetings?

· Are decisions taken at meetings being followed up on.?

· Do I have enough contact with other officers?

· Am I becoming burnt out?

· Am I positive about the Organisation?

· Is work evenly distributed amongst the Officers?

· Are there new leaders coming through?

· Am I seeking out new Leaders?

· Are we adhering to the agreed Plan?

· Are Procedures being adhered to?

· Am I Thanking and encouraging the Team?
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