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OUTCOMES 

• Understand Meeting Types 

• Consider yourself and how you relate and lead in 

meetings 

• Discuss different meeting tools 

• Have a clear take-aways to improve future meetings  



HOW MUCH OF YOUR TIME IS SPENT 

IN MEETINGS? 



Meetings – in your world 

• Format 

• Purpose 

• Length 

• Number of people 

 

Lead 

Participate 

Daydream 



Meetings – in your world 

Participation 

Openness 

Volunteers 

Clarity on P&O 

Action Steps 

 

Black Hatters 

Unprepared 

Distractions 

Wrong timing 

Venting 

 



PROBING COMPETENCY MODEL 

• Meeting plan 

• Participant preparation 

• Meeting environment 

• Opening of the meeting 

• Ongoing meeting management 

• Closing of the meeting 

• Follow up 

• Was the meeting effective? 



PROBING: GENERAL THEMES 

1. Status Arena 

2. Information Share 

3. Skill Development Meeting 

4. Creative Discussion 

5. Creative Decision 

 

 

 

MEETING TYPES 
Eg. Review results 

to date 

Eg. Important or 

Confusing info 

Eg. Classroom 

teaching 

Eg. Generate 

options, no decision 

Eg. Options + 

Decision.  Complex 



PROBING: TO PAINT THE PICTURE PLANNING & HOLDING MEETINGS 

1. Purpose 

2. Participant Input 

3. Agenda 

4. To Do’s 

5. Physical Set-up 

 
 

 

 



PROBING: LIKE BOXING YOUR STYLE 

• What is your meeting style? 

 

 

 

 

• What are the implications of your style?   

• How can you use your style to your advantage in 

meetings? 

 

Aggressive Silent Abusive Rambling Sniping 



The 10 people you’ll meet in a business 

meeting 

Monopolize

r 

Devil’s 

Advocate 
Fence Sitter 

Brown 

Noser 
Joker 

Tanget 

Taker 
Cynic 

Pandora’s 

Box Opener 

Attacker Robot 



PROBING: WHERE TO LOOK 

1. Keep focus on objectives 

2. Engage / Call on all meeting participants 

3. Share the love 

4. Breaks as needed 

5. Respect time: start on time, end on time (or early) 

 

MEETING MANAGEMENT 



START WITH 

• In Person vs. Virtual? 

• Tracking documents 

• Recordings 

 

NEW TECHNOLOGIES 
Saves time 

Saves money 

Work-Product 

 
 

 

Tech Problems 

Engagement 

Focus  

 



 

 

SUMMARY 

PURPOSE 

FORMAT 

ACTION 



IN CLOSING Q&A 



Erin Scheel 
Community Manager – College Pro 

escheel@collegepro.com 

linkedin.com/in/erinscheel    
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