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It’s all in the doing

Confident Speaking is all about the doing.  
You can read a 100 books and your 
knowledge will increase but it is the ability 
to translate that knowledge into new 
behaviours that really makes the 
difference.

Training and coaching over an extended  
period of time, gives you the space the 
and time to develop into the confident 
speaker.

Here we give you three tips about how to 
Host Effective Meetings.
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Hosting Effective Meetings
We coach using the A.C.E approach;

A = Awareness 
Hosting an Effective Meeting hinges on two 
key elements.  Preparation for the meeting 
and how you as the chair present yourself.  
Firstly, as the host you should be spending 
about 40% of your time dedicated to this 
meeting on preparing the event including 
the purpose, the agenda and any 
supporting materials.
Secondly, you are responsible for the 
meeting culture, how you behave will 
determine the group behaviour.
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Tip No 1 - What is the 
Purpose of the Meeting

This needs to be crystal clear to you and 
the rest of the group.  If it is not clear you 
will not have an effective meeting.

Key Questions:
● Why do we need this meeting now?
● Is everyone we need to make a good 

decision available?  
● If not what is the best course of action?
● Are there multiple purposes?  Which one 

should take president? Can we make 
good decisions around more than one?

● Realistically  how much time is needed 
for good quality discussions and 
decisions to be made?  Do we have that 
amount of time?
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Hosting Effective Meetings

We coach using the A.C.E approach;

C = Connect

Connect to the group through the way you 
manage the climate of the meeting.  (we 
use climate rather than culture,  simply 
because psychologically climates can 
change more quickly than cultures!)  As 
host you have two key responsibilities as 
Climate Manager and Navigator (both 
short and long term courses).



Tip No 2 - Where You are Going 
and how You will Travel there.
Navigator
● Your role is to keep everyone on track and 

on time.
● You need to be aware of potential 

derailments and storms
● What can you do during the preparation 

stage to pre-empt these?

Culture Monitor
● Have an open discussion about the kind of 

behaviour you expect in your group.
● What is acceptable behaviour and what is 

not?
● Agree with the group that is ok to 

Respectfully call out unacceptable 
behaviour if it shows up.
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Hosting Effective Meetings 
We coach using the A.C.E approach;

E = Engage
Keep your group engaged by being 
engaged yourself.  Be present to the 
group by having a confident and open 
posture and voice.  If your attention 
wanders it gives the group permission to 
follow suit.  Take a mini break if the group 
attention is reducing.  bring everyone 
back on time, refocus the group by 
summarising where you are where you 
need to get to next and by when.
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Tip No 3 - Be Present

Place your hands at chest height, palms 
towards the floor. As you breathe out push 
you hands to the floor and say “I am 
grounded”. Place your palms on your belly 
and say “I am Here”.  Draw your hands 
across your collarbones, open them wide 
saying, “I am Open”.  Finally place your 
fingertips on your forehead, move them 
away quickly, with your eyes open and say, 
“I am alert”.

Notice how you feel in the space, grounded 
present and alert - all qualities of a 
confident speaker.
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Next Steps...

If you found this PDF Download useful, 
and feel you have more to learn about 
Speaking at Work, or would benefit from 
expert coaching, you can visit our website
 www.speakingatworkcourses.co.uk and 
sign up for one of our many courses or 
coaching sessions.

If you are not sure what you need or need 
a tailored programme for your team then 
email emma@speakingatwork.co.uk to 
organise a clarity call.
Hope to see you soon!

http://www.speakingatworkcourses.co.uk
mailto:emma@speakingatwork.co.uk


www.speakingatworkcourses.co.uk


