
“GREAT LEADERS  
RUN GREAT MEETINGS” 

How to Improve Productivity 



Prepare for a Meeting 

Follow up after a meeting 

Professionalism 
Being Professional, confident and prepared for 

meetings improves your image and respect with 

your staff, members, colleagues or Governors. 

HOW TO EXCEL  

IN ANY KIND OF MEETING 

  Attend a Meeting 

N E T W O R K I N G  

T E A C H I N G   

C L U B H O U S E  M A N A G E R S ,  

A S S I S T A N T S  A N D  S T A F F  





List Attendees Invited on Agenda 

Make sure meeting space, environment supports the meeting 

rather than become a distraction example skype interviews 

39% of staff/member attending space off if meeting wavers off agenda 

Time Parameters of each Agenda discussion topic 

Be specific on who is to lead discussion for the agenda 

Written Agenda in Advance 

Pay Attention to the Details of the Agenda 
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Time Parameters of each 

Agenda discussion topic 

Be specific on who is to 

lead discussion for the 

agenda 

Drill down to the topics 

of each line item to be 

discussed 



Make notes so you can remember 

names - Names are a must 

No surprises research  

LinkedIn Attendees 

2 



Stay on time with the Agenda 

Be quiet and let others speak (If you lead with your opinion-

you’re likely going to see a lot of nodding heads 

If your running the meeting-be crystal clear on your goals of 

the meeting 

After an hour of the meeting it is safe to say you have 

lost half of the attendees. 

End on Time 

Analyzing data of more than two million responses,  

they determined that 2:30 p.m. on Tuesday is the  

single best time to schedule a meeting. Not too  

early not too late in both the day and the week 

Start on Time!!  

Legendary Vince Lombardi 

 “If you are five minutes early you are 

already ten minutes late” 
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PREWIRE IMPORTANT TOPICS AND DECISIONS 

End the meeting on time and with an 

action plan. 

With the action plan don’t assume staff 

knows who is responsible.  It is 

important to clarify roles and 

expectations. 

Reach out to committee members 

ahead of time if you need to educate or 

show data or analysis of events, 

tournaments or financials etc. 

Stay out of the politics!! You need to 

understand how to work through the 

politics. 
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FOLLOW UP ON THE MEETING 

Best Impression is to call 

those who couldn’t make 

the meeting 

Then email minutes out 

with bullet points within 

72 hours of the meeting 

Take notes for 

yourself during the 

meeting 

Outline your next steps 

before second meeting 
Keep meeting 

information Confidential 

Make sure you date 

and file all minutes 

5 



Agenda discussion topic 

Topic Specifics 

Discussions 



Complete  

pre-work 

requested  

for you 

You are the participant in the meeting 

Make sure you 

are dressed for 

the meeting 

correctly 

Take part in the 

meeting, express 

your ideas 

but don’t over 

speak, listen first 

Monitor reaction of 

others and react to 

verbal and  

non verbal clues 

Silence phone or 

keep computer 

screen to the right 

document 

 (basic but respectful) 

Avoid the use 

of personal 

pronouns 



I N E F F E C T I V E  M E E T I N G S  –  U G H !  



W H A T  M A K E S  A  G O O D  B O A R D  M A N A G E R   

O R  F O R  T H A T  M A T T E R  

 A  G O O D  B O A R D  M E M B E R ?  



1 Experience in tough situations, success & failure,  

open minded and be willing to take a chance 

GREAT JUDGEMENT & WISDOM 

2 EFFECTIVE COACH, MENTOR & SOUNDING BOARD 

A great coach/mentor doesn’t usually tell you what needs to be done or how to do it. 

They ask questions, pose challenges and help identify problems. Absolutely a must to 

have a colleague or Industry friend as a sounding board to bring fresh and applicable 

perspective 



To face up to hard & tough calls, you must be able to say “No”. 

These qualities need to be in balance. 

3 COURAGE, TOUGHNESS & COLLEGIALITY 

4 STYLE 

Communicate and be transparent.  Also be willing to collaborate and keep your emotions in 

check. Strong Interpersonal skills-Make your personal style fit the club- 
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SHAPING THE WORK CULTURE OR CLUB ENVIRONMENT-

PERFORMANCE STANDARDS 



FINANCIAL ACUMEN –  

UNDERSTAND THE NUMBERS AND WHY 
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BE INVOLVED IN PRE-BOARD MEETING AND THE CRITICAL 

SECOND BOARD MEETING OVER DINNER AND DESSERT 

CONVERSATION.  MOSTLY LISTEN – YOU WILL LEARN A LOT! 

You might not always be able to control the results but you must be able to 

communicate the story-Taking ownership with variance reports both positive and 

negative. Be able to explain the variances. If you don’t have the answer don’t pretend-  

explain you will report back by the end of the day tomorrow and do it. 



How to Be Effective One-On-One in a 

 

 

with club staff or members  

 



Have a schedule and stick with it 

Share the conversation – please make it a two way street.  Don’t fall into the habit 
of just one-way delegation of tasks or communication 
 

Be present – No phone or email interruptions, close your door to limit disruptions.  Don’t schedule 
back-to-back meetings if at all possible. 

Manage to a structure.  Needs to work with your personal style. 

• What your staff member or member needs to raise with you. 

• What you need to raise to staff and opportunity for feedback. 

• Free time to discuss goals or accountabilities or next steps 



End With……… 

A story, career 
growth or goals 

Take Notes 

Both Parties 

Important! 



QUESTIONS 
Y O U ’ V E  A LWAY S  WA N T E D  

TO  A S K  Y O U R  G E N E R A L M A N G E R  

BUT HAVE NEVER ASKED 


