BUAD 3000—INTEGRATED SKILLS FOR MANAGEMENT

OBSERVING GROUP EFFECTIVENESS

Team/Group Meeting Analysis
Group:





Purpose of Meeting: 
Meeting Location: 




Observer:
General Observations:

What Time Did Meeting Start?  On Time?

Was Meeting’s Agenda Stated in Advance?

Was Agenda Followed During Meeting?

Who Managed Agenda’s Flow? (Title and # — Diagram on Page 2)

Pace of Meeting (Fast, Moderate, Plodding)

Decision-Making Process (Formal Vote, Voice, Consensus)

Site Amenities? (Extensive, Moderate, Minimal)

What Time Did the Meeting End?  On Time?

What type of team/group is this?  Why?

How would describe the team/group leader?

What was the general tone of the meeting?  And why?

(Formal, informal, tense, relaxed, upbeat, etc.)
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Team/Group Meeting Analysis
Meeting Objectives

What were the major topics discussed during meeting?

1.

2.

3.

4.

For each topic, what was the outcome reached?

1.

2.

3.

4.

Diagram of Meeting/Participants

Diagram the location of each group member,

indicating each participant by number.

Circle the number indicating the group’s leader
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Team/Group Meeting Analysis
You are to observe the group-building and maintenance behavior of everyone in the group.  Whenever any of the behaviors described below occurs in the group, record the number of the person who produced that behavior in the space opposite the category.
	Encouraging:   friendly, warm and responsive to others; accepting others and their contributions; giving others an opportunity for recognition:
	

	Expressing:    Expressing feelings present in the group; calling attention to its reactions to ideas and suggestions; expressing his/her own feelings or reactions to the group.
	

	Harmonizing:    Attempting to reconcile disagreements; seeking to reduce tension through joking or relaxing comments; getting people to explore their differences.
	

	Compromising:    When his/her own ideas or status are involved in a conflict, offering compromise, yielding status, admitting error; disciplining self to maintain group cohesion.
	

	Facilitating Communications:    Attempting to keep communications channels open; facilitating participation of others; suggesting procedures for discussing group problems.
	

	Setting Standards or Goals:    Expressing standards or goals for group to achieve; helping group becoming aware of direction and progress.
	

	Testing Agreement:    Asking for opinions to determine if group is nearing a decision; sending up “trial balloons” to test how near the group is to making a decision.
	

	Following:    Going along with the movement of the group; accepting ideas of others; listening to and serving as an interested audience for others in the group.
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Summary Observations:

On a separate sheet of paper, please discuss these questions in depth
What was your overall reaction to the meeting?

Who (#) was the meeting’s MVP?  Why?

Who (#) contributed least to the meeting?  Why?

Did the meeting accomplish its mission?  Why and How?

On a scale of effectiveness  (1=among the best meetings I’ve attended, 5=Total waste of time) where would you rate this meeting?

1 . . . . . . 2 . . . . . . 3 . . . . . . 4 . . . . . . 5 

How could this meeting have been improved?

If you had been an “involved/interested” observer or a team member, how well would you have felt your time was spent by attending this meeting?  That is, was the meeting worthwhile and a productive use of your time?  Why/Why not?

What has attending this meeting taught you about conducting an effective meeting?
