“Are You Running Your Project Meetings Effectively?”





Almost all of a project manager’s time is spent attending meetings. Meetings are the backbone of project development. They are the place where aspects of the project are discussed, facts are reviewed, and decisions are made. However, meetings are also time-consuming and can be looked upon as inefficient, to a point where key attendees avoid meetings. This leads to discussions being postponed because the right people are not in attendance to make decisions. 





Few stakeholders and members of the project team mind attending a meeting as long as it is productive. It is the responsibility of the project manager to design a successful meeting. 





Here are factors to consider when holding a meeting:





Set a time limit for the meeting, it should be no longer than an hour.


Avoid scheduling meetings at the end of the business day.


Take a break if refreshments are served and if the meeting lasts longer than an hour.


Invite only people who can contribute to the meeting and reschedule the meeting if a key attendee is not present, e.g., if he sends a representative instead of attending himself. The substitute is likely not authorized to make decisions. Instead, he is there to take notes and report back—and could inadvertently misrepresent information presented at the meeting.


Create a short agenda and distribute it with the meeting announcement so attendees can prepare to address the topic.


Make decisions in a meeting as a group. This enables any misunderstandings to be clarified immediately and lets the decision-making process continue.


Keep the discussion on the topic. Don’t let anyone babble without making a point related to the topic.


Never end a meeting by saying that “We’ll reconvene.” It is the project manager’s responsibility to moderate the meeting so a decision is made there.


Realize when the meeting is not going well. You’ll notice the room becomes quiet, people squirm, the subject is changed, and everyone looks away. · Ask questions to encourage participation.


Take notes, write down decisions and send the information to all attendees after the meeting.


Start the meeting by introducing everyone, make small talk, and explain why you called the


meeting. State the objective of the meeting, then places the first issue on the floor for discussion.


Stop the meeting immediately if everyone isn’t in the right mind to address the issue.


Avoid using catchall phrases. These can lead to misunderstandings and may not convey your intent.


Clarify terms that have multiple meanings by describing your intent in simple words. Use examples to make your point.


Repeat your understanding of what is being said. This enables others to correct your interpretation.


Think of what you want to say before saying it. Pause to give yourself time to formulate your thoughts. If you are unsure of what to say, then remain silent. Your words are similar to a bullet. Once the bullet is fired, you can’t take it back.


Present your facts in a way that leads a reasonable person to reach your conclusion.


Give everyone time to absorb what is being said at the meeting before you call for a decision.





