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University of South Australia

Guidelines for good practice in managing meetings

 for executive officers 

	
	Guidelines
	Further information

	1. General principles: the role of executive officer
	· Provide administrative support and assistance to committees to manage the business of meetings through recording discussion and actions
	Refer to A Guide to Meeting Procedures and the Role of Executive Officer: Information for HEO 3 – 9 staff undertaking an executive officer role in meetings:

(Included in the document is a template for, and an example of an agenda)

http://www.unisa.edu.au/staffdev/14.asp

	
	· Identify and understand the terms of reference, membership and reporting structures of the committee
	

	
	· Coordinate agenda and documents, time and venue required for meetings
	

	
	· Communicate to appropriate people: meeting dates; times; agendas; action sheets; and reminders 
	

	
	· Assist the chairperson with managing the items of business listed on agendas
	

	
	· Compile a record of the discussion and/or decisions and actions of meetings for purposes of accountability
	

	2. Skills of an executive officer
	· Communicate effectively in interpersonal interactions and in writing
	* Refer to UniSA Editorial Style Manual for guidelines on written communication that promote consistency of style and presentation:

http://www.unisa.edu.au/staff/stylemanual.asp


	
	· Listen attentively and record decisions accurately
	

	
	· Write precisely, succinctly and with attention to detail
	

	
	· Make appropriate judgements about items to include in agendas and action lists
	

	
	· Organise and prioritise agenda items and actions resulting from the meeting
	

	
	· Meet deadlines
	

	
	· Understand, and clarify the need for confidentiality
	

	3. Meeting cycle
	1. Before the meeting: 

· review minutes/action list and agenda of previous meeting for information and context

· prepare the agenda in consultation with the chair

· collect and compile documents/papers 

· circulate agenda with relevant papers, and record/action sheets of previous meeting

· organise venue, refreshments and equipment, as appropriate 
	

	
	2. The meeting:

· arrive early to check venue and arrangements for hospitality and equipment, as appropriate

· record date of meeting and names of those attending

· accept and organise documents for tabling

· take notes of significant points if taking a record of discussion

· note down who is responsible for actions that will be undertaken before the next meeting

· record date of the next meeting 
	

	
	3. After the meeting:

· write up the record of discussion, if appropriate, and/or the action list and send these to the chair for confirmation, if appropriate

· circulate the record of discussion/action list as soon as possible to attendees

· contact relevant officers about the action if they did not attend the meeting

· prepare any relevant correspondence for the chair prior to the next meeting

· follow up on action items close to date of completion
	Refer to two examples of action lists (below)

Refer to UniSA Guidelines for Documents for information on the presentation of meeting reports including records of discussion and action lists:

http://unisa.edu.au/staff/guidelines.asp#Meeting%20reports



Two examples of action lists
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Reminders & items for information

	Topic
	Comments

	
	

	
	


Actions

	Topic
	Actions
	Comments
	Due
	Person
	Completed

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Completed Actions

	Topic
	Actions
	Comments
	Due
	Person
	 Completed

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Action list – a second example

	Agenda item
	Decision
	Action to be taken
	Who is responsible?
	Date for completion
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