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Meetings, whether held in-person or remotely, are 
critical to the success of an organization. They 
help us share information, make decisions and 
collaborate with one another. Stephen Rogelberg, 
author of The Surprising Science of Meetings, 
offered strategies for holding more effective 
meetings in our recent webinar.

Summary
The best meeting 

leaders have something in 
common: a similar mindset. 
They recognize their role as 
a steward of others’ time. 
 — Stephen Rogelberg
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Key Takeaways
Limit distractions1
Stay focused on the conversation 
during the meeting. Avoid multitasking. 
Distractions (emailing, texting or 
checking notifications) can be noticed 
on video and through your responses. 

Remember Parkinson’s Law2
This law suggests if you plan for a 
meeting for an hour, it will fill the time 
allowed. Try scheduling meetings five 
or ten minutes shorter than planned. 

Ask for feedback3
Virtual meetings can reduce clarity 
and understanding. Solicit feedback 
from team members to make sure they 
understand the content of the meeting. 

Create a pre-meeting plan2
Create an agenda with explicit talking 
points, individual and team goals, and 
timelines for the meeting to keep team 
members engaged and on track. 

Use silent brainstorming1
To increase engagement when 
brainstorming, have all attendees 
generate ideas silently on their own. The 
meeting leader will collect all thoughts 
and share the ideas anonymously.

Stay connected4
To maintain connection while working 
remotely, start meetings by asking 
team members to share something 
about their week, their hobbies or other 
major events in their lives.
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