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   How to prepare for successful meetingsHow to prepare for successful meetingsHow to prepare for successful meetings

In this part of the series, we will look at howIn this part of the series, we will look at how
the the right preparationright preparation can help you  can help you performperform
more effectivelymore effectively in in important meetings important meetings..  

Tip 1 Find out what's on the agenda
Not knowing what’s going to be discussed in a meeting can beNot knowing what’s going to be discussed in a meeting can be
stressful. stressful. BeingBeing  familiar with the agendafamiliar with the agenda will help you  will help you follow thefollow the
meeting more easily.meeting more easily.

If there is one, try to get hold of the agenda as soon as possible.

Some agendas are a basic list of the topics to be covered in the
meetings.  Others are more detailed, for example, indicating
who’s introducing each item and the time allocated to it.

This will give you an idea of how important and/or
complex each item is.

Items are usually dealt with in order of priority, so if there’s
no time allocation this can be used as a rough guide.

Tip 2 Plan what you want to sayPlan what you want to say
Reacting Reacting to information to information on the spoton the spot is  is challenging challenging as thingsas things
can often can often move along quite quicklymove along quite quickly..    You You can’t plan forcan’t plan for
everythingeverything you'll want to say, as you’ll  you'll want to say, as you’ll need to respondneed to respond to other to other
people’s ideas, you can people’s ideas, you can plan what you want to sayplan what you want to say about any about any
specific itemsspecific items on the agenda. on the agenda.  

Plan what it is you want to communicate to the other attendees.
What do you want them to understand?

If there isn't an agenda, ask around to find out what's going to be
discussed. 



Tip 3
Identify potential questions you
may be asked

Practice what you want to say out loud - do this in advance, so
that in the meeting you can focus on communicating your
thoughts and ideas NOT on your English. 

You can also make notes on the agenda, this will help you
remember what you want to say about any specific points.

It's a good idea to have more detailed notes of the points
you wish to make, particularly, if you need to communicate
complex ideas.

Answering questions off the cuff (i.e. with no preparation) is
challenging as you need to process the question, organise your
thoughts and respond in quick succession!

So try to think of any potential questions you may be asked. 

What might confuse people or be difficult to understand?

What might they disagree with?

What might they need more information about?

You won’t be able to predict all the questions but being prepared
for some will give you some ‘easy wins’ and help you feel more
confident and relaxed.

If you need time to quickly consider your answer you can
rephrase the question using the phrases below

So, you’d like to know…

Let me get this right, you want to know… 

Or preface your answer with some of the following phrases:

 I’m glad you asked that, well,...

That’s a good question....

Sorry, I didn’t catch that. Could you repeat that,
please?

Let colleagues know in advance if you have ideas you'd
particularly like to share on a specific item - they're more likely
to call on you to speak if you haven't had the opportunity to
make a contribution.



Tip 4
Prepare answers to any potential
questions 
Planning how to deal with these anticipated questions will help
calm any nerves you may have.  Consider the following:

How can you help people understand any complex issues/ideas

You might find it useful to have some visual aids or
examples to illustrate your message.

This simple structure can help convey complicated ideas
more easily

Introduce the context

List the important points, e.g., Firstly, secondly etc.

Consider why people might disagree with your ideas

acknowledge any concerns people may have

explain why this is not a problem/consideration or how
this can be overcome

You can use some of these phrases:

Yes, that may be true in some cases, in this instance

I see what you mean, the thing is... 

Yes I understand, on the other hand ...

I understand what you’re saying, however…

That's a valid point/concern, in this case however, 

Have any additional information people may need on hand in case
you need to refer to them e.g., sales figures, forecasts, pricing etc.

If you can’t answer a question, say so, explain you’ll find out the
answer and let people know asap. This is not only fine, it’s
professional and people will appreciate your honesty.

That’s a good question. Unfortunately, I don’t have the
answer to that at hand, let me get back to you with that.

I'm afraid I don't know the answer to that but I can find
out and let you know.

You can use one of these phrases:



Tip 5 Have a strategy if you struggle to
express yourself
We all have moments when we struggle to express ourselves
effectively, the key is to not panic.

If you find your mind racing ahead and you lose track of what you’re
saying or want to say:

Take a deep breath

Speak more slowly

Keep things simple

If necessary, start again beginning with something like:
Let me start that again…

Let me rephrase that…

What I mean is…

What I’m trying to say is…

Well, in other words

Have some examples in mind to help clarify things

You can use one of these phrases:

Let me give you an example of what I mean.

To illustrate this/that point…

Tip 6
Have a strategy in case you don't
understand someone
There will come a time and a meeting when you don’t
understand what someone's saying. It happens to us all and it
can feel pretty uncomfortable and stressful if you think you’re
missing some important information. 

Don’t assume it’s your fault. Don’t panic.

Do change your thinking from I don’t understand to I’m going to
understand



Tip 7 Get yourself in the right frame of mind

Do interrupt and ask for clarification. 

If you want the whole thing explained again, use
one of these phrases:

Sorry, can I stop you there? I don’t quite understand,
could you go through that one more time, please?

Excuse me, would you mind explaining that again,
please? 

Sorry, I’m not sure I understand. Could you explain
that again, please?

If you’re not sure you’ve fully understood something, you
can paraphrase it back to the speaker to check you’ve got it
right.

You can use one of these phrases:

Let me get this straight, what you’re saying is…

So what you’re saying is…

Do you mean…?

Sometimes you may not understand a specific point
You can use one of these phrases:

What do you mean by…?

I don’t quite understand what you mean by…

When you say… What do you mean?

When you say… Do you mean..?

If you enter a business meeting nervous and stressed about your
English, you won’t be able to give your best performance. So it’s
important that you enter the meeting room feeling confident
and relaxed. 
Don’t put yourself under pressure to have perfect grammar.
People are busy focusing on what you say, not how you say it.

Don’t think you can’t pause, hesitate, repeat yourself a little,
change your choice of words mid-sentence.  These are effective
techniques to buy time or add emphasis! And everyone, yes,
everyone, does this.



Don’t listen to that negative voice in your head telling you your
English is not good enough. Your English is good enough, you
wouldn’t be in your job if that were true

Do tell yourself that your English is good enough to express your
ideas.

Do tell yourself that your priority is to communicate and share
your ideas not have perfect grammar.

Tip 8 Find and Recruit an ally
Knowing you have someone supporting you in a meeting can
reduce your anxiety and improve your performance. 

If possible, ask a colleague to support you in meetings whenever
it's feasible.  Even if they can only do this some of the time, it will
take the pressure off you so you can relax a little.  It will also
provide a model for how you could do the same when you don't
have any support.

Ask for regular recaps/summaries of what has been
discussed.

Paraphrase other people's complex ideas.

Ask anyone speaking quickly whether they could slow down
a little.

Ask you for your input on relevant topics if you have
problems speaking up/participating - particularly in large
meetings.

How to show you're engaged and speak up inHow to show you're engaged and speak up inHow to show you're engaged and speak up in
meetingsmeetingsmeetings
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In Part 2 of the series, we'll explore how to showIn Part 2 of the series, we'll explore how to show
you're engaged in meetings and how to speakyou're engaged in meetings and how to speak
up even if you're nervous or lack confidence.up even if you're nervous or lack confidence.


