
Meetings How to do them better 



Three 
Reasons Why 

Confident in 
the Chair 



Tech fears 



Lack of subject 
matter expertise 



Not knowing 
how it will go 



Too long 
Meeting is scheduled for ages or runs late 

Too formal 
 

Not enough interaction 
Participate or watch delegates sleep 

Unhelpful conflict 
Difficult behaviour spirals 

Meeting 
Fails 



Before the meeting 

Objective Agenda Logistics Pre-conversations 



During the meeting 

Welcome Facilitate Confidence Goals 



After the meeting 

Minutes Follow up #1 Follow up #2 Book next meeting 


