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Leadership Tip: Awesome Agendas

In a recent survey, one of the top responses former members gave about why club meetings were not enjoyable was that the meetings were not productive. This is not unique to Soroptimist however. According to authors Robert B. Nelson and Peter Economy, business professionals spend about 31 hours per month in unproductive meetings. Over the course of a year, that can really add up!

One way to help improve your own club meetings is to have an awesome agenda. Because no one wants to have a chaotic, unfocused meeting where a whole lot of nothing happens, use the following tips to create your next agenda so you can keep members’ attention and engage them in your club activities.

Draft the agenda.

Think about the purpose of the meeting and make a list of topics that need to be covered. Edit the list down to 4-6 items by taking note of items that can be discussed in a separate committee or board meeting. Look for topics that are actually updates that can be shared with members by email or other communication outlet.

Solicit feedback from members.

If you truly want to members to invest their time and energy into a club meeting, ask them if they have anything they feel needs to be addressed on the agenda at the upcoming meeting. You may find an item of concern you didn’t realize needed to be discussed or a brilliant idea just waiting to be shared.

Think about timing.

When looking at the list of topics on the agenda, consider the amount of time each will take. Will brainstorming about how to solicit Live Your Dream Award applicants take 10 minutes or 20? Will finalizing how you deliver the Dream It, Be It curriculum take 5 or 15 minutes? Put a time limit next to each item. If there is a topic that looks like it will need considerable time, consider holding a separate meeting devoted to that subject or delegate a committee who can handle the task.

Give speakers a heads-up.

If you are expecting a member to report out or make a presentation during a meeting, let her know. Tell her the topic, see if the amount of time allotted is appropriate and if she has any questions you can clarify.

Provide the agenda in advance.

Send out the final agenda in advance of the meeting to everyone in the club. A week in advance is the ideal amount of time for members to review and prepare to fully participate in the upcoming meeting.

Follow the agenda.

Finally, hold the meeting and work your way through the agenda. Start and end on time by designating a time keeper to assist with keeping the meeting moving according to the time allotted for each topic. Ask the club secretary to take notes so you are able to concentrate on leading the meeting successfully.


Your time and the time of your club members is a precious, valuable commodity. By using this framework to craft agendas, you’ll set the tone for meetings and keep everyone focused. It may sound basic, but by implementing these tips, you can improve your effectiveness as a leader and reap the benefits of holding productive meetings. Remember, when meetings are fruitful, we can achieve more, increase our collective impact and further our mission!

Sources:
Best Practices for Business: Why Meeting Agendas Are Important. https://bestpracticesforbusiness.com/2010/02/19/meeting-management/
DavidKiger.net: 9 Tips for Running Effective Meetings. http://aboutdavidkiger.net/9-meetings-for-running-effective-meetings/
Project Management Hacks: 7 Habits of Highly Effective Meetings. http://projectmanagementhacks.com/meeting-tips/
Soroptimist is a global volunteer organization that provides women and girls with access to the education and training they need to achieve economic empowerment.
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