The Structure Behind a Productive Coalition Meeting

The most common productivity pitfalls in the workplace or within an organization are unclear objectives, lack of team communication and ineffective meetings. Regardless of what kind of meetings you choose to lead, if you follow a basic set of guidelines and standards, you can turn them into extremely effective and productive activities.

· Have a clear purpose. Everyone in the meeting should know what result the meeting is supposed to produce, and why their participation is necessary. Whenever possible, the purpose of the meeting should be connected to the overall goal of the organization, which can help keep everyone connected to that vision and how they fit into it. 

· Follow a defined agenda. This includes (at a minimum) the time and duration of the meeting, the specific issues or ideas to be addressed, and any required resources or documents to bring to the meeting. Make sure that this information is shared with all attendees well in advance to ensure everyone is prepared and can get right to the heart of the matter at hand. 

· Be action oriented. If you walk away from a meeting without defined next steps, you haven’t facilitated efficiently. Make sure your meetings include a follow-up plan that makes it very clear how each of you and/or the project will move forward, along with due dates for each step in the plan. Having a meeting just for the sake of having a meeting is a waste of everyone’s time!  Meetings for your organization must help drive the program goals forward. 

The meeting facilitator needs to be someone who assumes accountability for keeping the meeting focused and on track.  Appoint someone who can efficiently take notes/minutes who can disseminate the key points of the meeting and keep track of carry-over items for follow up. You might also have the meeting recorded so that others can listen in as needed after the event.

While a facilitator is necessary, meetings should essentially be a collaborative effort and should invoke the participation of everyone involved. The best meetings at all levels of an organization are energizing and motivating, as well as informative.

When conducted properly, meetings will support your progress toward your goals and be an important part of your organization’s culture.  If you direct your attention and intention into creating effective coalition meetings, your program will experience increased levels of communication, productivity, accountability and cooperation. They really can serve as a catalyst to move your program goals forward; it’s all in how you approach them! 
