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As the 20-30 million daily meetings go on, here you are, stuck in another time waster. But do
not fret, you are not alone. You can, even if you are not “officially” in control, at least help the
meeting finish in a reasonable time with reasonable results.

Here are some tried and true meeting management techniques you can use to move the
meeting along:

AGENDA PLEASE. .. “Who has a copy of the agenda?” Play dumb, you forgot to bring your
copy or never received it through email. No meeting should be called without an agenda; no
successful meeting happens without one. So, where is it? More importantly, and you may
want to pose this as a question for future meetings: “Why cannot the agenda be sent out
before the meeting so everyone can prepare?”

TIME FRAMES. . . “How much time do we have?” Without set time frames for each agenda
item, meetings can go on and on and on, reaching no conclusions or the wrong conclusions.
And what happens to the participants, they get worn down by fruitless off target time wasting
activities. Ask for “time goals” for each agenda topic. In fact, insist on it! You might even use
the old saying “time is money, after all” to make your point.

CLARIFICATION PLEASE. . . Things starting to get out-of-control, turn to the last person who
made a cogent point and say “Jamie, | am not sure | understood what you meant by your last
comment, could you clarify it for me?” This takes control away from the participant time
wasters and brings the discussion back to Jamie’s point, which hopefully was addressing the
agenda topic being talked about.

JUMP START. .. If things are starting to bog down, ask for a time check. If you do not have a
time warden (every meeting needs one) be one yourself. For example, “we have spent ten
minutes on this item; if we do not move along we will never completer the agenda.” Or “how
much time do we have left to cover all the agenda items?”
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SUMMARIZE PLEASE. . . Stalled again? Ask the leader to summarize all the decisions made
to this point in the meeting. This puts the focus on what has been done, away from time
wasters. It also focuses what is left to be accomplished.

CLARIFICATION. . AGAIN. . . Still cannot move things along? Enter the fray with a
clarification question. “Let me see if | have this right . . . we are going to ..... ? You do not
even have to be accurate, in fact stating things unclearly might help others get focused in order
to correct you.

ACTION STEP. . . Almost done, but the ending is unclear? Ask for clarification:

Who is responsible for each decision agreed to?
When are the minutes of the meeting to be sent out?
When are the progress reports due?

When is the next meeting?
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When can we expect an agenda for that meeting?

Almost anything will do at this point to move the meeting to completion.

The key concepts for successful meetings: agenda, time goals, focus, clarification and action
steps.

Guaranteed to work? Well, nothing is guaranteed, but judicious use of these concepts can
simplify your life and shorten time wasting meetings. Time is not a renewable resource, so use
it wisely!

Article by Peter G. Kirby, PhD, SPHR, CM. Mr. Kirby is a consultant to a variety of organizations with expertise in
strategic planning, decision making, conducting effective meetings and training & development.
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As any manager can tell you, frustration and office temper tantrums by employees are not
unusual, but two studies indicate that incivilities in the workplace appear to be increasing.
Termed “desk rage” by one survey, it includes arguments between employees, pen throwing
managers, and workers kicking expensive computer equipment in fits of aggravation.

In a telephone survey commissioned by Integra Realty Resources, Inc., nearly one-third of
1,305 workers who responded admitted to yelling at someone in the office and 65% said
workplace stress is at least occasionally a problem for them. Work stress had driven 23% of
the respondents to tears and 34% blamed their jobs for a loss of sleep.

In a separate study published in the quarterly journal, Organizational Dynamics, it was found
that workers who experienced rude behavior at work had reactions that were negative for
business. Nearly a third of them admitted intentionally decreasing their commitment to the
company, with a quarter indicating that they stopped doing their best. Almost 12% of the
rudeness recipients quit their jobs to search for friendlier environments.

Workplace stress is not new, but many experts and workers feel that it is at epidemic levels.
Several economic and social trends have escalated tensions or at least made employees more
sensitized to stress. Layoffs and downsizing have left a lingering sense of job insecurity for
many workers, while demands for productivity have increased.

At the same time, the nature of the American workforce has changed. It is more diverse—
including women, multiple generations, and ethnicity--which can exacerbate on-the-job
tensions. There is a sense that the technology that was supposed to make jobs easier-- from
cell phones to e-mail to PDAs--has turned into high-tech leashes. Referred to as “technology
tethers” by C. Leslie Charles in her book, Why Is Everyone So Cranky?, she feels American
workers are overwhelmed, overworked, overscheduled and overspent.

“We're leading these non-stop lives, and we’re continuing to accelerate the pace,” according to
Charles. “We are so preoccupied with what we’re doing and what's next that we have an
inability to process what's just happened or what’s bugging us.”
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Charles recommends the following tools to de-stress your work life:

» Fortify your “emotional immune system (EIS).” When exposed to crankiness, stop and
guantify the problem and put it in perspective. Is this a small, medium or large annoyance or
something more serious? How large of a response is required? Make your reaction match the
size of the problem.

» Take a “Reality Bite." Expecting, waiting and hoping for things to be different in our lives only
increases our susceptibility for crankiness. Expect some parts of life to be frustrating; you will
wait in lines that are too long, people will do things that irritate you, and you will encounter
inconvenience more days than not. Accept this reality. Let it roll off your back and smile. It may
not change what is happening, but you will feel better.

* Take time out for a "Personal Battery Recharge."” What do you really enjoy doing? When was
the last time you did it? Take the time to recharge. Whether a game of golf, a walk with a
friend, or reading a book, take the time for renewal as often as possible.

Article by Barbara Bartlein, CSP, an expert on stress management and work/life balance;
barb@thepeoplepro.com. Article Source: http://www.ArticleBiz.com. For more tips and a stress quiz visit:
http://www.101stressmanagement.com.
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We have all written “ to do” lists, yet, there never seems to be enough hours in the day to
accomplish all the things on the list. If a “to do” list fits your management style, here are some
tips on how to make your list work for you.

Ranking
Making a "to do” list is not enough; you have to prioritize the items on the list based on their
importance and time sensitivity.

| list my “to do” items on a spreadsheet, although a palmtop computer (PDA), paper list, or time
management software are equally effective. Then, | assign an A, B, C ranking to each item.
My A list are items | have to get done today. My B list are items | need to get done this week,
and my C list are items | would like to accomplish within the next several weeks. Your rankings
may vary based on your own schedule of priorities.

| found out pretty quickly that things on my C list never got done. In fact, most of the B list
didn't get done either. And there were many days that | didn’t get through everything on my A
list. This led to frustration and a growing A list. That's when | figured out what | had to do to
make my “to do” list work for me.

Time Management

It wasn't enough to know what was important; what made the A list. | also needed to know how
much time was required to complete a task. As a result, | added a column to my “to do” list
with the estimated time for completion and an adjacent column with the cumulative time total.

Then | did a simple time study. As | performed each task, | wrote down the start and end times
and tracked them for an entire day. Then | repeated the time study a couple of weeks later on
a different day. It wasn't an exhaustive study by any means, but it gave me some insight. As an
operations manager, | found that much of my day was taken up by interruptions - dealing with
events that happened, crises that came up, or problems that had to be solved STAT. On
average these interruptions consumed four hours a day, leaving me 4-5 hours a day to devote
to the tasks on my “to do” list.
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Each night, before | left the office, | would update my list—deleting completed tasks, delegating
or downgrading others, and adding new tasks. | put the most important tasks at the top of my
list and assigned estimated times for completion to each task. Then | went down the list to the
4-5 hour mark and drew a line. That became my target for the next day.

Reward Yourself

Most often, the line fell somewhere on my A list, and that was my goal. Seldom was it
anywhere near the bottom. If | hit or passed the line, | went home feeling like it had been a
productive day. Instead of stressing over the tasks | hadn't been able to get to, | acknowledged
my success at having met my goal. The next day, | started toward a new goal from the
perspective of building on previous success rather than having more to do than | had time to
accomplish.

| learned that to be successful, you have to develop a system to manage what you can
accomplish. The system must be both simple and realistic. What worked for me was the
following:

0 List the tasks you have to do.
Prioritize the tasks by importance and time sensitivity.
Assign the time required to complete each task.
Establish a daily goal related to the time available to devote to the “to do” list..
Reward yourself when you meet or beat your daily goal.
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Excerpts of article from John Reh, About Management. Find more about management at:
www.management.about.com.

Institute of Certified Professional Managers

On the campus of James Madison University, MSC 5504, Harrisonburg, Virginia 22807
Phone: 800-568-4120

©2002 Institute of Certified Professional Managers, All Rights Reserved.


http://www.management.about.com/




