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meetings: apractical alternative to work!

To really succeed in a business or organization, it is sometimes helpful to know what your job is, and
whether it involves any duties. Ask among your coworkers. "Hi," you should say. "I'm a new
employee. What is the name of my job?" If they answer "long-range planner" or "governor,"

you are pretty much free to lounge around and do crossword puzzles until retirement. Most jobs,
however, will require some work.

There are two major kinds of work in modern organizations:

1. Taking phone messages for people who are in meetings, and...
2. Going to meetings.

Since you can’t avoid them, we dedicated this month’s newsletter to helping you master them...

“If you had to identify, in one word, the reason why the human race has not achieved, and never
will achieve, its full potential, that word would be ‘meetings.”

® 1999 Ted Goff ~Dave Barry, "Things That It Took Me 50 Years to Learn”
tgoff @tedgoff.com

TriOpus Group’s David Colman will be speaking about
getting the most from your meetings at this year's NCBS
Retail Banking Conference, “Deliver the Experience”
coming up on May 12 & 13 at the Ritz Carlton Hotel in
Atlanta, Georgia. Find out more about the conference and
David’s presentation by clicking here:

“And should there be a sudden loss If you want|people to be creative, innovative and flexible, it

of consciousness during this meeting, helps to make your meetings fun. Here are some fun tricks to
oxygen masks will drop from the ceiling. liven up a meeting:

. Spill coffee on the conference table. Produce a little
attention human resource paper boat and sail it down the table.
x i . Bringja hand puppet, preferably an animal. Ask it to
POf@SSIOD&]S y clarify difficult points.
. Stand up and act indignant. Demand that the boss tell
If you plan to attend the Alberta HR you the 'real' reason this meeting has been called.
Professionals Conference at Calgary’s . Arrange to have a poorly-dressed young woman with an
Westin Hotel on April 27 & 28, stop by the infant| quietly enter the meeting, stare directly at the
Insights® booth and say “hi” to TriOpus (male)) speaker for a while, burst into tears, then leave.
Group’s Marguerite Alston! For more info . Bringja small mountain of computer printouts to the
on the conference, visit: www.hria.ab.ca meeting. If possible, include some old-fashioned fanfold
paper for dramatic effect. Every time the speaker makes
a point, pretend to check it in one of the printouts.
, Pretend to find substantiating evidence there. Nod
To learn about our program “Meetings

[ ly, and "uh-huh, uh-huh!"
That Count” visit our website (programs vIgorqusly, and say “un-nui, un-ht

programs



www.triopusgroup.com
http://www.triopusgroup.com/toprograms.html
http://www.ncfwebdev.net/ncbs/www/2004Agenda.pdf
www.hria.ab.ca

not another meeting'

By David Colman

What's the biggest timewaster in organizations today? Did you say lollygagging around the water cooler,
absenteeism, or long lunches on casual Fridays? Nope. The answer, as our newsletter suggests, is all those
meetings. The biggest complaints that | hear about meetings is that there are too many of them, they are often
boring, too long, ineffective and, above all, costly. Other than that, they are just fine!

At next month’s NCBS Retail Banking Conference in Atlanta I'll be talking about the very prickly subject of meetings.
What makes me so knowledgeable about meetings? By my estimation, | have attended over 9000 meetings,
conservatively assuming that | attended only one meeting each workday. At one hour for each meeting, | have
spent over four and a half working years of my life attending meetings. | wish | had known these numbers when |
began my working life (or maybe not)! As meetings are such a big investment of time and money, you’d think that
every organization would provide you with the confidence and skills to run these things effectively. Maybe you'll
have a meeting about it soon...

Poor meetings just lead to more meetings. | decided to get things right the first time, and came up with
a sure-fire six-step meeting plan:

1. Determine why we are having this meeting and what it’s costing

Before you hold another meeting answer this question. What will we gain from this meeting, in
quantifiable terms? Decide if there is a more efficient way of acquiring those gains. Next, calculate the
cost of the meeting. A one-hour meeting with ten people earning $15 per hour will cost you $150 (math
is my strong suit!). How does this compare to the gains you hope to achieve? Then decide if you want
or need to go ahead with the meeting.

2. Ensure everyone prepares

Have you ever left a meeting and wondered why you were there and what it was all about? Of course you have.
Don'’t let that happen with the meetings you’re running. Make sure you know what you want to achieve and make
sure attendees know what is expected of them. Tell them what they need to bring and what they need to know.
Skip this step and you'’ll waste a lot of time. Make sure the agenda is in everyone’s hands well in advance of the
meeting.

3. Encourage viewpoints and make decisions

If it's worth bringing people together for a meeting, it's worth hearing what they have to say. Encourage and insist
upon involvement from everyone. Also, make sure everyone knows how decisions will be made in the meeting. If
you are going to make the decisions, make sure everyone knows that. If you are going to use consensus, tell them
so. And for the first few times you use consensus, help them with the process.

4. Use/Learn Facilitation Skills

Although you may or may not be a subject matter expert in the meeting, you will need to facilitate the meeting to
keep it focused, moving along, and handle disruptions and differences of opinion. Keep the meeting moving and
respect people’s time.

5. Recap and Conclude

Make sure after each agenda item that you recap what has been decided. At the end of the meeting, recap all
conclusions and make sure everyone understands what is expected of them. Failure to do this could well ruin the
effects of your meeting.

6. Follow Up

You have concluded your meeting; commitments have been made. Make sure that people do what they have
committed to, on time, every time. This will send out the message that you are serious and that your
meetings get things done. Of course, you can get serious work done while still adding fun and humour to
your meetings (but how to do that is a whole separate topic)!

Although the six steps are nothing more than common sense, it may be easier said than done.
Encourage the use of these steps within your organization. And if you and your colleagues aren’t

“"ﬂ comfortable with the skills, get help. It will pay dividends.
SN

-~

After all, four and a half years is an awfully long time!
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