HOW TO CHAIR A MEETING

Some useful words and words combinations:

	To ask for the floor

To take the floor

To give the floor


	On the agenda

To put on the agenda

To remove from the agenda

To keep the minutes
	To conduct a meeting

To hold a meeting

To preside at a meeting

To chair a meeting


1. Get people’s attention and start the meeting


Right.

Now then.

2. Announce the business of the meeting


The

3. Remind the group of the most important facts

As you know,

I think most people know that


The

   You may find that people want to start giving their views before you have even finished introducing the topic. In that case, go straight on to #5 and 6 below. On the other hand, you may find that everyone is reluctant to speak first. You than have to make them talk.

4. Ask for people’s views


John,

Perhaps you’d like to comment, Suzanne.

If John and Suzanne don’t have much to say, keep on going round the table – somebody will say something controversial before long.

5. Keep the discussion relevant


Hold on!

Just a minute!

6. Keep the discussion orderly

What happens if you find yourself in charge of a group which is noisy, abusive, or bad-tempered?

Just a moment, Peter; can I come to you when Alice’s finished?

We can’t all speak at once! John first; then Mary; then Harry.

Quiet, please! I must ask you to treat this matter seriously.

I’m sorry, Claudia; would you mind addressing your remarks to the chair?


I don’t think we need

We seem to be arguing at cross purposes.

Could we get back onto common ground for a moment?

7. Lead the discussion towards a conclusion

A common fault among inexperienced chairmen is to let the discussion wander on aimlessly towards no particular conclusion. Give your group plenty of chance to say all that they have to say, but remember that they have got to agree on a decision – and they should feel, at the end, that they really have agreed, not that the chairman bullied or tricked them into accepting something they didn’t really want.


Well now:

Right:

8. Confirm that there is general agreement


Are we all

Can I take it that everyone is happy with this?


It seems

Well, it looks as if we’re broadly in agreement on this.

9. Close the meeting



Right:




Let’s start,


Let’s get down to business,


Can we get started,


Can I have your attention, please,








shall we,





everybody?


ladies and gentlemen?





big





major





question





problem





we’ve got to


I’d like to


I think we ought to





tackle


consider


discuss


talk about





concerns…





is





production schedules…





point


problem





is that





we have been getting complaints.





the company is facing the possibility of massive redundancies…





would you like to say something about this?


I think you know something about this problem.


what are your views on this?


do you have any ideas about this one?





Let’s not


I don’t think we ought to





talk about


get onto





exporting





just yet.


at this stage.





Can we


Perhaps we could





come back to that point in a moment?





We’ll





come back to


be coming back to





arrangements for staff training later





Don’t let us





lose sight of the main point.


get sidetracked.





bring personalities into this.


get personal about this, do we?





does anyone else wish





any further comments?





to say anything?


to make any further points?





I’m afraid we must bring this discussion to a close.


now everyone’s had their say.


I think we’ve covered everything.





agreed on


in favour of





this?


this proposal?





we’re agreed


we all agree





that the company should…





that’s all


that’s the lot





for today;





I think we can call it a day;





thank you,





everyone.


ladies and gentlemen.








