
We inspect, align, &  tune up  your meetings.
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 Write an objective  
for the meeting.
Writing an objective for the meeting will allow you 
to determine if you need to have a meeting, or if 
another mode of communication would be better. 
If you are communicating information that does 
not require input or discussion, send an email 
or create a video. Do not ask people to attend a 
meeting to hear information. The objective of an 
effective meeting is to get input, create discussion 
and make collaborative decisions. This is critical 
right now because employees who are working at 
home are juggling multiple priorities while trying 
to be effective. Valuing their time can help them 
be more productive.
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 Determine who needs to attend.
Invite only people to the meeting that will have 
impact and can contribute to the discussion. If 
someone needs to be there for informational 
purposes only, then record the meeting and send 
them the link to view within 24 hours. This will 
show a lot of respect for your team and allow 
everyone to be efficient with their time. It will also 
increase their desire and enthusiasm for attend-
ing your meetings. Attendees in meetings where 
they do not have input will not pay attention. 
Bulleted minutes will be a far more effective way 
to deliver the information.
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 Create roles & responsibilities.
FACILITATOR   Ensures everyone’s voice is 
heard and controls the conversation so that both 
introverts and extraverts feel included. The  
Facilitator works closely with the Timekeeper.

TIMEKEEPER   Makes sure the topic is cov-
ered under the time specified. The Facilitator can 
choose to negotiate time with the Timekeeper if 
they feel the topic further discussion. He/she then 
either 1) needs to table a topic on the agenda until 
the next meeting, or 2) asks the group if everyone 
can stay an additional ten minutes to continue 
discussion. The Timekeeper and Facilitator should 
be two separate individuals.

RECORDER   Takes detailed minutes and  
documents what is happening in the meeting. 
There is no need for a Recorder if the meeting is 
being recorded. You can store the recording as 
your detailed minutes.

REPORTER  Takes bulleted or summary 
minutes and gives a quick summary at the end of 
each topic on what has been said and any action 
items that resulted. The Reporter documents the 
action item, to whom it is assigned, and the due 
date for each item.

TECHNOLOGIST   In charge of answering 
questions on the platform you are using (Zoom, 
Go to Meeting, Jitsi, etc.) He/she monitors the 
chat feature, alerts the facilitator if anyone has 
their hand raised or has asked the Facilitator to 
speed up or slow down. The Technologist helps 
anyone who is having technical difficulties with 
the platform. If you have a meeting where you are 
separating the participants into rooms, or doing 
a poll or survey, the Technologist handles all of 
this. The Technologist should communicate with 
the Facilitator PRIOR to the meeting to determine 
how they will communicate during the meeting 
(interrupt, text, message, etc.).

Effective ONLINE MEETINGS

7  STEPS to
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 Create an agenda.
An agenda should be created and, if possible, dis-
tributed prior to the meeting. The agenda should 
be visible during the meeting and should include:

w Date
w Location or Link to the meeting
w Facilitator/Organizer
w Attendees invited
w Objective of the meeting
w Company Mission and Values
w Team Agreements
w Old business (Action items from last meet-

ing, pending decisions, etc.)
w Standing items (Any updates you do every 

meeting, statistics, customer feedback, etc.)
w New business 
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 Create team agreements.
Team agreements are made regarding team mem-
ber behavior during and after meetings. The team 
decides together on these agreements and then 
everyone agrees to hold one another accountable 
to the them. These agreements should be part of 
the agenda and briefly reviewed at the beginning 
of every meeting.

Some examples of team agreements are:

w Begin meeting on time
w Review team objective
w One person talks at a time.
w Direction and honest communication
w Silence means concurrence; no meeting 

after the meeting
w Honor time commitments during the meeting
w If someone does not meet a deadline or 

breaks team agreements, a conflict mes-
sage will be promptly delivered.
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 Distribute minutes.
The Reporter’s overview with action items and 
the Recorder’s minutes (or recording) should 
be distributed to all team members within an 
agreed-upon time frame after the meeting, usually 
withing 24-48 hours.
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The Facilitator or meeting organizer should solicit 
feedback from each attendee after the meeting to 
determine what is working well for the attendees 
and what changes they would like to see. This 
feedback should be shared in the Old Business 
section of the agenda, along with the changes 
being implemented or not implemented as a 
result of the feedback. This will demonstrate to 
the attendees that their feedback is valuable and 
allow your meetings to become more effective and 
efficient over time.

Effective ONLINE MEETINGS7  STEPS to

Sherri Sutton  Chief Mechanic   w  Sherri@PositiveImpactForce.com  w  MeetingMechanic.com

Want to add to your Tool Kit?
Sign up for our weekly newsletter  

on MeetingMechanic.com!

mailto:Sherri@PositiveImpactForce.com
MeetingMechanic.com
MeetingMechanic.com

