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Your Role as a Secretary

Serving as secretary for an organization or committee is not an easy job or one to be taken Tightly
following criteria are important when selecting someone who will best fill this role.

A | s rsonhetiablg; does he or she keep appointments and are they prorg

A I's the person well or ¢ , C 0 mj
/\ timely way?
/ A Does this person demonst good |
q) being objective, hearing both sides of the discumsio
A I's this person a discerning |listene

discussion from the important facts?

The role of secretary is more than "just taking minutes.” This individual is in effect the historian of the
meeting and ultimately the organization. Current members will refer to what is recorded, as a reminder of
finished and unfinished business, including what needs fallpywand what actions were takefhey will also

be kept so that future members can reflect and gain amstadéing of where the organization has been and
why. Many organizations make it the secretary's responsibility to notify the membership about upcomir
meetingstimes, dates, locationas well as any important items to be discussed.

The secretary shold be present at all meetings.If he or she is unable to attend, a substitute needs to be
appointed. It is also necessary for the secretary to prepare him/herself before each mdetimgshe should
review the minutes and agendas of previous meetip@gng close attention to style and formaif. the
organization has agreed upon a standard format for minutes, use the standardized form and fill in discussi
etc. as they occur.

If your organization has structure that includes committees, be theyd hoc or standing, there always
needs tobe a secretary present to accurately record what has transpiredlt is not necessary to take down
everything unless someone requests that his or her remarks be entered for theltrecomtessary, however,

to take complete notesMotions and resolutions do need to be taken verbatim and should be read back durir
the meeting to make sure they have been accurately recorded.




How to Run an EffectiveMeeting

Most people doThhéyisy | t keymaetei bgsi ng, go on tAm | o
of ten t hatSddo havh @ goodrmedtitg, you need to make it
interesting, keep it on track, and make sure something gets étmme.are
eight steps toward making your next rieg a success.

1. Make sure you need to have a meetiMgetings are needed when a
group of people must be involved in an action or a decisidm. n 6 t
schedule a meeting just becaus§

2. Set a goal for the meetingBe very clear aboutwh youodr e
the meeting, and what needs to get done or be deci8eshk that
task into steps, or divide the discussion into sediadnh at 6 s
agenda for your meetingAt the start of the meeting say, this is o
goal, and if we can get this dorthe meeting will be a successt
the end of the meeting remind them that you achieved your gblis lets everyone leave feeling

successful, and theyol |l be glad to come to you

3. Put decisions to the groupThe participants own the meeting.-et them set the agenda before the
meeting, or at least add to it when you bedindecisions need to be made about the process (whether to
end a discussion thatodos going too |l ong, for ex

4. Stay on scheduleRemember that every minute a person spends in yweting;they could be doing
other things. They d6r e with you because th
important, so treat them like their time is importa8tart on time and end
on time!

5. Pay attentiontotvat 6 s | Bgt @ cettam mrhount of time for each
item on the agenda, based on how important it listhe group starts
spending a |l ot of time on details
our ti me t allokafdeils eab lmewbdd out by individuals

\:JLW or committeed8 meetings are for the decisions that need to involve the
0& whole group.

6. Keep the meeting on trackYour agenda is the tool you use to make sure
youdre on ti me aWhensmeissied mmerup,ddiptthe t
group get back on tracklf the issue sounds important, check with the
group. i We 6r e tal ki ng 0 dashtlesuisomething mpavtant s ¢
that we should take time to discu

7. Make sure people participatd?eople think a meeting is useful based on
one smple thing: whether or not they talked&o everybody should have a chance to share their ideas.
|l tds okay to ask s pe c¢roufshoold gise loepilepmaredad gently renhingl peopleh
when theyére talking too much.

8. Have good facilitation.The facilitator is the person who runs the meeting and acts on all the steps liste
above.l t 6s a big job, and it wusually doSetyowneedtoi t
have your views heard, let someone else runthe meeGg!lod f aci |l i tati édnt dee
skill that comes with training and practice.



Facilitator's Role

Running a successful meeting will help your grouprafe efficiently, and provide a worthy experience for all
members.As facilitator, you are the key to ensuring that succekse are some tips:

One of your most important roles is to create a warm
friendly atmosphere so members feel free to e
themselves.

Be interested and enthusiastanthusiasm can be
contagious.Have a positive attitude!

Your job as facilitator will take all your attentionYou are
not a participant as much as you are the "conductor" of
meeting-directing the flow ad energy of that meetingrou

will be looking at participants’ body language, listeni
carefully to what they say, drawing out those members v
are not speaking, and gently moving the meeting along w
a member monopolizes conversationgou will not have
time to take minutes (and we know how minutes
essential in recording meeting developments and alsc
reminding you and group members of folloyy actions that
are needed)So, be sure to appoint another person to take minutes.

e Set out ground ules for the meeting, including, for
0 example, the expectation that everyone participate, no
A / judgment statements during brainstorming sessions, and
that there will be an ending time, and state that time.

/ >

v \ o Keep the discussion on track.he agenda will drivéhese

discussions.
/’ e Pace the meeting and observe specified time limits for

agenda itemsthis will allow everyone a chance to speak

and helps insure that all issues on the agenda are covétediever, be sensitive to the need for

discussion.Allow the group to talk things throughlf they want more time to discuss an issue, adjust the

agenda.Recognize when there is consensus and movdergentle but firm with people who speak too

long or get off the subjeet simple "let's move on" or "thanks, nést's hear from someone else" can be
very effective.

Call group members by nam@&his personalizes the discussion and also assists the recorder in accurate
noting who shared their opinions.

Avoid stating that a person is wrong for any idea or opinfat is
expressed; rather ask for other comments and ideas on the s
Remain opeminded and democratic.Allowing the free flow of
expression allows for creative thinking.

Ask openended questiorsvhy and how-to stimulate discussionEx.
fiHowto d youthik t hat wi | | i mpact oyoh
think that will impact the projecé?-which dead ends with a "no" o
"yes" response.




e Listen carefully to eacherson. Make sure you understand what the speaker is sayinghu're unsure,
try restating it or ask the person to clarify.

e Be certain that the entire group is involved in the discussimcourage everyone to speak by simply
asking those who havesipoken for their opinion on the issue at hand.

e Be aware of people who look confused or lost, and restate questions ol
ideas. Summarize key points when necessary.

e If problems arise, remain neutral and calmCall on members for
/\, ../\ assistance and resolutiaeih shouldn't all be on your shoulders.

e Use appropriate humeit can release
tension and get people talking.

~ at the end of the meeting.

e Summarize conclusions or decisions 0 o
e Leave time for questionsOtherwise,
your meetings will seem like orsded dialoges.

e Recognize achievements, big and sméle all want to feel valued.

As the meeting winds down to the end:

e Tie up loose endsAvoid hasty decisions simply because time has expired.
e Table unresolved issues until the next meeting.

¢ Plan the next meetin Set the date, select the place, and develop a preliminary agenda, which shoul
include any unresolved issues from this meeting.

e End the meeting on a positive not&his will also encourage members to folla@ on any actions
they've agreed to do.

¢ Animportant note: After the meeting ends, review the minutes of the medtmgare responsible to see
that all followup plans are put into actieanother reason why complete and reliable minutes are so vital.

Types of Meetings

An informative sessiora decisioamaking meeting and a brainstorming session have very different objectives.
When planning a meeting, it is very important to identify the objective of the me&inly. once the objective

is clear will creating an effective agenda become simat follows are different objectives forelvarious
types of meetingmentioned and some related tips on how you can make them more effective.

A. ProblemSolving Meeting
Objective To discuss an issue or conflict and decide how to solve it.

Tip: The following problemsolving process will help your group make
better decisions the next time you meet.

1. ldentify the ProblemThe problem should already be clear in the
minds ofthe attendeesIn other wordsparticipants will hopefully
know why they're atéinding the meeting!




2. Determine the cause®/hats causing the problem®/hat are the underlying issues?

3. Generate possible solutiortdow could we possibly overcome this issu¥?hat are the options at this
time?

4. Evaluate the mposed solutioris this the best solution for ud8 it feasible?Is it realistic?
5. Choose the best solution

6. If youbve narrowed the options down to a few alternatives, vote to determine the best solution for tf
group. This gives everyone an opportunto provide input on the final decisionf peer pressure is an
issue or if substantial conflict surrounds the topic, consider holding a secret ballot vote.

B. Informational Meeting

Objective To give or receive information about a specific idea orartgnt
matters concerning the attendees.

Tip: The majority of meetings today simply exchange facts or information about
a specific topic.Given the widespread use ofmail in todays workplace, many
individuals are opting for quick-mail updates insteaof meeting. To determine

if a meeting is worth your time, ask yourséils this meeting really necessady?

If not, consider using-enail to update or share information with the individuals
INFORMATION who would have attended the meetindf you have decided the eeting is
necessary and cannot be replaced with ana# be sure that the meeting
objective is clear and an agenda has been created before the meeting begir
Having a proper agenda and objective will help keep the meeting discussior
focused and on tréac

C. Brainstorming Meeting
Objective To produce new ideas about a specific topic.

Tip: Here are some guidelines to follow for a more effective /// \
brainstorming session:
1. Before the meeting, participants should be told the

objective of the session as welk dheir role in the
brainstorming session. Background information, if
available, should also be distributed to participants priorgg
the session.

2. The atmosphere of the meeting should be loose
informal.

3. Make sure that no idea is ruled out becausaab wild. Try to avoid judging ideas.
4. A facilitator should be appointed to control the flow of information and record ideas as they develop.

Q ﬂ How to Get People to Participate in Your Meetings:

] e Try implementing comics, games or toys in your next meetsmacks
work well too. Basically, the more informal your meetings, the more
fun theydl be to attend.Who decided that meetings have to be serious
to be successful anyway?

5




For a small dose of humor, show a comic stellated to each agenda item or topic you introdu#bert

is great for poking fun at meetings and other aspects of corporatdflié®@mic strips aren't an option,
share humorous quotes from famous people during your meetifgs.nternet has a pileora of sites
dedicated to famous quotes, so finding something that relates directly to your agenda topic will be qui
and easy.

A simple game involving a soft, small ball will not only help your

group generate more ideas, but will also emphasizentpertance )
of engaging in active participation duringdescussion? Begin by ‘ﬁ § ’
ol

throwing the ball to a participant, that person must comment on the
subject at hand and then throws it to another participgath time
the ball is thrown around the room, aratltomment or suggestion
Is made. This encourages every participant to contribute to t
meeting discussion and provides a variety of perspectives on
iIssue at hand. Notice the spontaneity, smiles and overall'q po
involvement generated in the room when tleatire group > o
participates.This game is particularly effective for brainstorming sessions, since the excitement generate
in the room willencourage individuals to thirdceatively.

Contests or quizzes are other methods of getting your group excaatlisbmeetings.If your meeting
objective is to introduce new information, let them know there will be a quiz on the content you're goin
to present. At the end of your presentation, ask the group questions about the content you've ju
presented.Whoever provides the correct answer first, receives a piira. only will this generate some
excitement, but you can guarantee that fewer people will be
daydreaming during your presentation!

e Food is another useful device for generating excitement in your
meetings. Before your meeting, tape, for example, individually
wrapped chocolates under the participants' chairdAfter
welcoming people to the meeting, tell the group they have
"surprises” under their chairs.Everyone enjoys surprises, no
matter how smil  Not only is this a nice way of saying
"welcome" to the meeting, but it's also an inexpensive way to
create a fun and exciting tone for the meeting ahead.

How to Maintain tetionP Audi enceds A

Think about the most veeveraitnessed,i ng presentati on
ask yourself why it was so interesting and then try to implement these

elements in your own presentatiolAn hour presentation is a long

time to get and mai nt &ryinterspeismg audi enceds att el
lecture with Q&A sessions, @instorming discussions, rejgaying,

demonstrations, multimedia segments or storytellii@glow, you'll

find some other tips for creating an interesting presentation.



