“Six ways to chair a successful meeting”

Ray Wilcox of First Practice Management

1. …but if the chair does the job properly, difficulties can be overcome. Being tactful but assertive facilitates an effective meeting.

2.  ..meetings should be called for a specific purpose and the chair should steer discussions to this end. This seems simple but can be demanding.

3. Check that the agenda has been circulated, assess the level of interest in, and potential divisiveness of, each item, and allot appropriate time slots.

4. Impartiality is key. Leave personal opinions at home and ensure that all participants have a chance to express theirs. The more contentious the issue the firmer you have to be. Phrases such as “I think that we should hear from..” or “can we have some comments from..” are normally sufficient.

5. Keep the meeting on course. If one issue starts to dominate, take control, for example by suggesting a further meeting or inviting members to continue the discussions after the meeting.

6. Summing up objectively, and concisely is a skill worth developing. Use it to end a topic and to ensure that everyone has a clear idea of what took place, and what action is now required.

