
SKILLS MEMO. . . ONE OF A SERIES 

HOW TO CHAIR A MEETING 

It is the responsibility of the chairman to lead the group in its work, 
whether it be decision-making, or thinking through a problem. The chair-
man must have a general overview of the "task-goal" of the group. The 
major tasks of the chairman are the following: 

1. To determine the agenda early in the meeting. He submits an 
agenda to the meeting for approval, or the meeting builds the 
agenda. 

2. To facilitate the business of the meeting, to guide the dis-
cussion--not dominate or stifle; to recognize members who wish to 
speak. However, the chairman may wish to state how he feels 
about a topic. When the chairman wishes to contribute to the 
discussion as an individual, he should note that his opinions are 
personal, and not official as chairman. 

3. To cut off discussion when repetition occurs, when members become 
weary of the discussion, etc.; to ask for final comments; to 
summarize the discussion; and to state the decision of the group. 

4. To be aware of the group process, or group maintenance, that is, 
the atmosphere which develops. 

A. Be aware of what roles are necessary for the group process 
to continue productively. He should fill a role momentar-
ily when he feels that role is essential. However, his 
primary responsibility is CO the whole group, not to one 
person or sub-group. 

B. Be aware of physical arrangements which affect group 
process, e.g., temperature, duration of the meeting, 
physical arrangement of chairs, time of day, etc. 

C. To sense when members are restless and need a coffee break. 
He should make that decision, perhaps with the counsel of 
•other members. He should also set the duration of the 
break so that continuity is not lost. 

Remember, the best chairman serves the group, rather than the group 
serving him. Chairing a meeting is difficult work, but with growing 
experience and a valuable sense of pacing and humor, he can help the 
group accomplish its goals. 
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