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Meetings are a part of everyday working life but they sometimes feel like the purpose, rather than the means to an end.  

If meetings are to meet their objective, they need to be chaired professionally with all participants contributing appropriately.  This is more difficult than it sounds, particularly for those who are expected to miraculously know how to do it by virtue of the post they hold.

If you have to chair a meeting, bear the following points in mind - who knows, people may even look forward to attending!

Prepare a detailed agenda and be clear about what you need to achieve from each item.


Make sure that the people who have the significant input can attend.

Circulate the agenda in time for everyone to prepare.


Send everything that needs to be read with the agenda - don’t allow reading at the meeting.


Make sure that the actions that were agreed are completed (Matters Arising is the place for this).

Only accept ‘any other business’ that happened after the agenda was sent out (not that which people couldn’t be bothered to submit).


Summarise discussion throughout the meeting and define action points precisely.


Work with the minute-taker, liaise about how the meeting can be run and offering support and help where required

Keep people to the point and keep everyone to the agenda.


Proof and despatch the minutes promptly.
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