The Team Meetings™ Profile

ACHIEVE UNCOMMON RESULTS ON COMMON

GROUND."

The Team Meetings Profile™ was designed to provide
your team with unique insight on how well they are
managing meeting together. Meetings are the playing
field for high performance teams. Effective or not,
meetings cost money and consume valuable resources.
The real issue is not the cost of meetings, but rather

the cost of poor meetings. High performance teams
master the three critical dimensions needed for effective
meetings: the people, the purpose, and the process.
This diagnostic allows your team to graphically identify

strengths and weaknesses across each of these three

key components.
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How Effective are Your Team’s Meetings?

This Team Meetings Profile™ allows your team to assess its meeting effectiveness skills by measuring itself against
three ritical Team Resources Meetings factors:
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Meetings — The Playground of High
Performance Teams

Talk to ten different people in any organization and you are likely to get ten different perspectives on the merit of
organizational meetings, ranging from excitement to dread. People are always meeting; it's the way we get things
done. We meet informally around the water cooler, we chat over breakfast or lunch, and we exchange emails.
These are, in the broadest sense of the word, meetings

As much as we sometimes would like to avoid meetings, the fact is that meetings are a part of our jobs. They are
where the energy and resources of an organization become synergistic — where the whole becomes greater than
the sum of its parts. A good meeting brings minds and hearts together and results in ideas or decisions which

Nno one person could have made alone. A bad meeting diminishes the organization, discourages people, and
threatens effectiveness.

Meetings are the playground of high performance teams. They test the mettle of purpose and consistency.
In meetings, the true character and competence of a team is revealed.

Since you have been involved with meetings all your lives, you may be tempted to think that an assessment and
discussion about your team meetings is just one more meeting that wastes time. You may be surprised, however,
1o discover that effective meetings actually require a lot of work, both from you and from your fellow teammates.
It's important to be sure you are a part of the solution for your team versus part of the problem. The purpose of
this Team Resources® diagnostic is to provide you with focused insight into specific ways in which you can make
your meetings more productive.

MEETING EFFECTIVENESS FOR HIGH PERFORMANCE TEAMS
As we have studied and researched teams and teamwork over
the years, we have found consistently similar qualities and
characteristics in teams that achieve exceptional results. This.
list of characteristics has proven to be of immeasurable value
as we have worked with clients to establish new teams or to
intervene when a team'’s effort was less than effective. It's a
short list; in fact, it contains only six characteristics. But each
characteristic plays a specific and vital role in making the team
effective and, therefore, it is worth a closer look. If one of
these six characteristics is missing or inadequate, the team is, at
best, limping. If two or three are lacking, this group is probably
not a team at all.

Common
PURPOSE.

Effective meetings are grounded in both Effective Processes and
Effective Communication - the fourth and sixth characteristics of high

performance teams. Communication is critical to managing meetings effectively, and many tested techniques for
managing meetings are process-driven. Teams that put such processes in place and follow them skillfully have

a much greater chance of leveraging both formal and informal meetings as opportunities to drive results.
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OF A HIGH PERFORMANCE MEETING
es equal emphasis on three key attributes:
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, you have set the stage for meeting anarchy. The number one problem in

g PP
meetings, getting off topic, closely relates to the number two problem, no goals or agenda. This can be addressed
by ensuring there is a clear purpose for the meeting and that everyone is clear about it

The qualities of an effective meeting agenda make up a short but very powerful st

1. Clear. Effective agendas spell out what is being asked of the participants so they know how
to participate (e.g., brainstorming, decisions, etc)
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Cle ar and Like all Team Resources® diagnostic reports, the Team Meetings Profile™

provides your team with full color, high-resolution results that are easy

S]_ | I | ple Re SUlt S to understand. Our color-coded system is used consistently throughout

all our diagnostics to enable team members to see the team'’s overall

strengths and weaknesses at a glance.

TEAM RESOURCES

Interpreting Your Team's Re

Each Team Resources Factor within the Team Meetings Profile was rated by yg
scale ranging from Not at All Descriptive (1) to Very Descriptive (5). Your ans
both individual scores and an average team score for each factor.

Your team needs to function effectively in all three areas to powerfully a
maximum collaboration. A low score in any one of these areas can resul
worthy of closer examination and a clear action plan for improvement.
your overall and factor-specific scores.

Rating Scale

{51599 2-2.99

Poor Somewhat Poor

Our meetings are a
great way to cram We avoid meetings

We're doing 0

30 minutes of con- whenever possible, but someti
tent into 2 hours... but others seem to

if we bother show- find us anyway.

ing up.

PEOPLE
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While the Team Meetings Profile™ keeps your feedback

clean and simple, the details don't stop there. Each section
also provides detailed information on the responses to

each question in an easy to read table, followed by color-
coded team averages for each question. Team member
comments are also shown anonymously, giving your team the

confidence to provide direct feedback on each topic.

TEAM RESOURCES Team ings Profile™

Results Overview at a Glance

The following table lists each team member’s individual response average and the overg
for each factor. Team member identification numbers have been randomly assigned
They do not reflect the chronological order of testing, nor are they affected in any
survey responses.

Purpose Process
# 3.40 3.44
3.40 319
#2 3.60 3.63
3.00 3.31 3.00
#3 335 3.39 3.53

#4

Team Avg

Exhaustive and
Informative
Details

TEAM RESOURCES Team ings Profile”

Complete Results by Score

Below you will find your team’s average response to each question, prioritized by score from highest to lowest.
As a team, review the results and discuss where you may have been surprised - or not surprised - by what you
discovered.

Q16. We deal with meeting disrupters appropriately
I 450

1 % 2 "% 3 % 2 A 5

People

Q28. We are never disrespectful of each other's dignity, personality, or character

O -2
People
1 % 2 % 3 % 4 % 5

Q20. Participants feel that they are fully informed beforehand as to the goals and
aim of the meetina

TEAM RESOURCES Team Meetings Profile” 4.00
Purpose
e N\ 4 s
Random numbers Purpose Results
g d Below are your team’s Purpose descriptors, including any participant comments, listed by average score. isions made in our meetings
are assigne o0
q o .o Q14. Presenters for agenda items give clear direction about how we are to listen (e. !—,—| Process
to individual 9 for feedback, decision-making, etc.) 4 " 5
ontinued...
participants N e i
Engaging user centered design venture capital convergence waterfall is s 2000 and late actionable insight pot needed, we cancel
to ensure physical computing co-working venture capital long shadow user story workflow. 4.00
® This could be done much better than it is now! Ey—v—| Process
anonymity Lo
Q30. Our meetings allocate the proper amount of time needed to accomplish the
\ ) objectives locess to make decisions
[ 3.50 4.00
! — : — S | R process
1 % 2 v 3 v % 5 4 K 5
- engage Interactively
proactive e-commerce via process-centric "outside e bor thlnklng Completely pursue scalable customer
service through sustainable potentialities. lproductive manner; we are tough on issues
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*  Organically grow the holistic world view of disruptive i via diversity and L3 AA4
Bring to the table win-win survival strategies to ensure proactive domination. 2
®  sticky note integrate user centered design prototype personas minimum viable product sticky note pivot
intuitive venture capital. Hacker SpaceTeam minimum viable product human-centered design user centered
design SpaceTeam user story iterate pivot moleskine 360 campaign innovate.
®  If one of the managers brings it up we will talk about it but sometimes its though they have forgotten what
we even talked about the last meeting.
b Earned media itative vs. i innovate |ntumve quanmatlve vs. qualitative ship it
p p ing prototype think

3.00

Q18. Participants focus on one common purpose rather than multiple agendas
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‘We are doing this more and more and it has made a huge difference!

y 1
A 5

Q18. Participants focus on one common purpose rather than multiple agendas
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We are doing this more and more and it has made a huge difference!




Developing a Strategy

Each section of the Team Meetings Profile™ includes a series of questions designed to help

your team review the results and focus on the issues offer the greatest the greatest potential

improvement.

Your team will then develop a strategy for improvement using the Action Plan worksheets

and Monitor and Measure worksheets. The Action Plans will help your team decide how best

to address the subjects they've identified as areas for growth, while the Monitor and Measure

worksheets will help your team plan how best to track their progress, against their goals.

>

What accounts for these differencg

v

. As a result of your scoring and disc|
most improve the effectiveness of
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Monitor and Measure

1. Set a date to review your progress with the team.

2. Review your Action Plan.

3. What is working? Not working?

4. Are you achieving your desired results? If so, how can you continue to leverage our effectiveness?

5. If not, what must you start doing?

6. What must you stop doing?

7. What changes will you implement going forward?

LA A
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Discussion Questions
k
TEAM RESOURCES Team ings Profile™
1. Overall, which of the three factors was rated the strongest? .
Action Plan Worksheet
Here is your opportunity to turn principle into practice—to take a meaningful first step in becoming a
more effective team.
1. Question # Factor Question
2. Weakest? '
! d t
m5 ?W]avsz ?ﬂ,rhufm‘cvs NCMV tjy\z%ra {‘W‘Z( mfm‘mw? P £
the meetings purprse
TEAM RESOURCES Team . rofile" s meeting challenge (e.g., feelings, results or impact, etc.)?
3. Are there significant score differen|

uation (e.g., attitudes, lack of knowledge or skill,

am to address the root cause and transform the current
is responsible for what? By what date?

Responsibility Date

iss as you work in this area? Can you state it in terms of
ased costs, etc.)?
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TEAM RESOURCES

A Family of Powerful Team Performance Diagnostics

Team Resources® offers a wide range of diagnostics to help your team achieve maximum results.
Learn more at www.TeamResources.com or call us at 1-800-214-3917. Our help desk is open between
8:30am and 5emest, Monday through Friday.

ran s sy TeEAM PERFORMANCE SURVEY™"

IMEASURING YOUR TEAM AGAINST THE SIX CHARACTERISTICS OF A HIGH PERFORMANCE TEAM

The Team Performance Survey™ assists your team in evaluating its strengths and weaknesses
against in each of the six characteristics of a high performance team. The resulting report
enables your team to address and prioritise its needs with the confidence of knowing they
are targeting the right issues.

Dot S TeaM DEVELOPMENT SURVEY™
IMIAPPING A PATH FOR INCREASED TEAM EFFECTIVENESS ™

™| The Team Development Survey™ enables your team to visually identify its current stage
of team development, and better understand its potential for greater synergy and team
<. effectiveness. By measuring your team's capabilities in the factors that drive cooperation,
=

this report enables your team to clearly map its path for growth.

e TeaMm CoNFLICT PROFILE™

HELPING YOUR TEAM TURN STRIFE INTO SYNERGY ™

This Team Resources® diagnostic enables your team to identify and address conflict issues that
derail team effectiveness. The report highlights attitudes, actions, and processes that can stifle
your team'’s ability to work together. Utilizing this information, the team will be able to give
immediate attention to the key issues driving conflict and define a clear path for improvement.
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TeaMm COMMUNICATION PROFILE™

TAKING YOUR TEAM COMMUNICATION TO NEW LEVELS OF EFFECTIVENESS™

The Team Resources® Team Communication Profile™ helps your team assess its ability

to communicate. Effective team communication doesn't just happen, but demands the
application of time-tested principles and processes. This diagnostic enables team members to
identify and address specific issues that clutter and confuse team communication.

TEAM RESOURCES
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TeaM MEETINGS PROFILE™

ACHIEVE UNCOMMON RESULTS ON COMMON GROUND™

This powerful meeting diagnostic will provide your team with unique insight on how well
they are managing meeting together. Meetings are the playing field for high performance
teams. Effective or not, meetings cost money and consume valuable resources. The real issue
is not the cost of meetings, but rather the cost of poor meetings. High performance teams
master the three critical dimensions needed for effective meetings: the people, the purpose,
and the process. This diagnostic allows your team to graphically identify strengths and
weaknesses across each of these three key components.
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