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Gifted Kids and Sports, online class
sponsored by the Davidson Institute.
August 25-29.

For more information, please visit
www.7stepsahead.com.

There is nothing quite like that
warm feeling you get at the end of
the day when you look back and
wonder where the time went.
There is nothing quite like
realizing that an entire day has
gone by and nothing got done.
Unfortunately, this happens far
too often, especially when the day
holds meetings.

Meetings have a bad reputation
for consuming a great deal of
time while producing little of
substance. That reputation is well
deserved. Despite this, meetings
remain extremely popular in
many companies. Unfortunately,
in addition to potentially wasting
a great deal of time, meetings
often tend to leave people drained
and unable to focus. As a result,
they use up even more time
getting back on track after the
meeting.

Meetings are popular in part
because they can create an
illusion of progress. Although
that illusion tends to evaporate in
the cold, hard light of the end of
the day, when people are
uncertain about how to proceed or
feeling overwhelmed, meetings
can provide a certain level of
comfort and security. They make
the person calling the meeting
feel productive. This is especially
common with inexperienced

managers or CEOs, who feel a
need to be constantly observing
every step the team or company
takes. The price for this comfort
is time taken away from actual
work, which leads to discomfort,
and hence a desire to hold more
meetings.

In businesses that have too many
meetings, the greatest dangers are
that too much work time will be
wasted and critical information
will be lost in the noise: brought
up in a meeting, and quickly
forgotten or simply not noticed.

On the flip side, some companies
refuse to hold any meetings.
Oddly enough, this approach
doesn’t work either.

There are times when it can be
very valuable to spend some
focused time working on a
problem with other people,
exchanging ideas, or
brainstorming. Not all
information is easily conveyed
over email. In businesses that
have no meetings, the greatest
danger is that time will be wasted
trying to figure out what to do
and critical information will never
be communicated.

In fact, the two extreme positions
of too many meetings or too few
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meetings produce remarkably
similar results, none of them good.

The goal is to have exactly as
many meetings as are necessary,
control their length, and make
them work. Fortunately, there are
a number of simple techniques to
make this happen.

1. Only hold meetings that
are actually important.
Ask yourself what purpose
the meeting is serving, and
if there is a more efficient
way to accomplish the
same thing. For example,
status meetings make
managers feel good, but
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achieve little else. Instead,
encourage the relevant
people to send out brief
email announcements
whenever they complete a
task. Everyone will have
the information in their
mailbox instead of having
to remember it.

2. Start on time: Most people
don’t do anything right
before a meeting because
they know that they’ll be
interrupted. If the meeting
starts late, employees will
lose time waiting.
Habitually starting
meetings late sends the
message that you don’t
care about your employees’
time, thus decreasing
motivation and increasing
irritation.

3. Have an agenda: Know
ahead of time what you
want to accomplish in the
meeting. Don’t let the
meeting wander off in
search of a topic.

4. Limit the meeting duration
in advance: This helps
keep you honest and keep
people focused. It also lets
people plan their day better,
allowing for more efficient
use of time.

5. Moderate the discussion: If
you’re running a design
meeting or brainstorming
session, don’t allow one or
two very vocal people to
dominate the discussion.
Quiet people can have
good ideas too.

6. After the meeting, review
it and see if you
accomplished the goals
you defined in step 3. If
not, understand why not:
inappropriate or incorrect
goals, poor process,
unnecessary meeting, etc.
Adjust accordingly for
future meetings.

A meeting is a tool, nothing more.
Like all tools, it must be used
properly in order to reap the
benefits.

Good luck!
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