
The Art of Meeting 
Facilitation

June 29, 2022



Molly Cook

• Extended Capacity Consulting LLC 

• Workforce Evaluation Consultant
• Il l inois Center for Specialized Professional Support

• Background in non-profit leadership and development, 
workforce development, and fundraising

• mcook12@ilstu.edu

mailto:ksheary@ilstu.edu


Where is 
Your Local 
Area? 
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Which partner do you 
best represent? 



Agenda

Meeting 
Preparation

Types of 
Meetings

Learning 
Styles



Chat

Think back to a meeting that you attended that felt 
like a ‘bad’ meeting.  What made that meeting a 
‘bad’ meeting?



Chat

Think back to a meeting that you attended that felt 
like a ‘good’ meeting.  What made that meeting a 
‘good’ meeting?



Meeting Preparation





Meeting Preparation Steps

1. Prepare an 
agenda

2. Determine 
a facilitator

3. Send a 
calendar 

invite

4. Consider 
time 

allotment

5. Consider 
pre-work

6. Coordinate 
content



1.  Prepare an agenda

Time Content Presenter

10:00 AM Welcome and Introduction Marlon McClinton

Approval of the May 18, 2022 meeting minutes
10:05 AM Transportation, Distribution and Logistics Discussion

• Overview of TDL report findings
• Discussion – recommendations based on TDL findings

Marlon McClinton
Mike Baker

10:30 AM Evaluation Workgroup Update: Review feedback discussed during the last meeting, 
review next steps.

Aime’e Julian
Molly Cook

10:45 AM Performance Workgroup Update:  Discuss timeline for future performance updates Jay Brooks
11:00 AM Statistical Adjustment Model Update Brian Richard

11:15 AM New Business / Old Business Marlon McClinton

11:25 AM Public Comment Marlon McClinton
11:30 AM Adjournment Marlon McClinton

Stick to time 
allotments

Provide an 
overview/questions 

for each content 
item



2.  Determine a facilitator

Ø Who will take notes?

ØWho will run the PowerPoint?

ØWho will be a time-keeper?



3.  Run of Show

ØTime
ØPresenter
ØActivity
ØPass to Next
ØTech Action
ØVideo
ØNotes



4.  Send a calendar invite and consider time allotment

Ensure timing 
works for all 

facilitators first

List the 
meeting for 15 
minutes longer 

than you 
anticipate

If looking for a 
date, consider 

tools like 
Doodle or a 

Survey Monkey

Attach a statement:
•For disability 

accommodations (e.g., 
sign language 
interpreters, alternative 
formats, etc.) please 
contact [Molly 
Cook, mcook12@ilstu.edu
] as soon as possible.

mailto:mcook12@ilstu.edu


5.  Pre-work



6.  Coordinate Content

Consider spacing and avoid overcrowding

Source:  Peregrine Communication

https://www.peregrinecommunications.com/insights/common-mistakes-powerpoint-presentations


Source:  Harvard Business Review

https://hbr.org/2015/03/a-checklist-for-planning-your-next-big-meeting


Workplans

Driver/Anchor Deliverable Status Timeline

CPTP Disability Workgroup

Charge:
Identify and provide strategies and recommendations for 
eliminating barriers to ongoing employment for individuals 
with disabilities.

Priorities:
•Service integration: Highlight opportunities for funding, 
collaboration among agencies, best practice business models, 
referrals, etc.
•Career pathway awareness: Align focus and priorities around 
career pathways that support ongoing employment for 
individuals with disabilities
•Continuous improvement: Identify opportunities for ongoing 
improvements in collaborative efforts, awareness raising 
opportunities, and advocacy



Tips for Presenting Complex Information

Agenda

Facilitator

Visual 
Aids

Follow-up 
materials

Present to 
someone 
else first



Sources:  https://www.stevenrogelberg.com/
Jennifer Philips, LEAD series, link here

https://www.stevenrogelberg.com/
https://icsps.illinoisstate.edu/images/pdfs/WIOA/OET_Training_Slides/Optimize%20Meeting%20Effectiveness%20PDF-min.pdf


Types of Meetings



Types of Meetings

UPDATES DECISIONS DISCUSSION



Updates

Source:  https://fimatix.com/blog/the-difference-between-urgent-and-important/



Decisons



Discussion



Tips and 
Tricks for 
Meeting 

Flow

Avoid overcrowding the agenda

Send questions in advance

Don’t forget introductions

• A chat question
• Poll
• Roses & Thorns
• Quote

Is there a way to start the conversation



Chat

Are there any tips or tricks you use to 
help with meeting flow?



Visual 

Linguistic

Logical

Auditory

Naturalistic

Kinesthetic

Solitary or Social
Source:  Visme

https://visme.co/blog/8-learning-styles/


Prepare an agenda

Time Content Presenter

10:00 AM Welcome and Introduction Marlon McClinton

Approval of the May 18, 2022 meeting minutes
10:05 AM Transportation, Distribution and Logistics Discussion

• Overview of TDL report findings
• Discussion – recommendations based on TDL findings

Marlon McClinton
Mike Baker

10:30 AM Evaluation Workgroup Update: Review feedback discussed during the last meeting, 
review next steps.

Aime’e Julian
Molly Cook

10:45 AM Performance Workgroup Update:  Discuss timeline for future performance updates Jay Brooks
11:00 AM Statistical Adjustment Model Update Brian Richard

11:15 AM New Business / Old Business Marlon McClinton

11:25 AM Public Comment Marlon McClinton
11:30 AM Adjournment Marlon McClinton

Stick to time 
allotments

Provide an 
overview/questions 

for each content 
item

Visual



Chat

Are there any tips or tricks you use to 
help with meeting flow?

Linguistic



Meeting Preparation Steps

Prepare an 
agenda

Determine a 
facilitator

Send a 
calendar 

invite

Consider time 
allotment

Consider pre-
work

Coordinate 
content

Logical



Auditory



Naturalistic



One stop  
partners

Title I

Adult Ed

Wagner  
Peyser

Voc Rehab

CTE

TANF

TAA

UI
Veterans

CSBG

HUD

Migrant
Farmworker  

s

SCSEP

Youth  
Build
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Job Corps
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Member

Chief  
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Which partner do you 
best represent? 

Kinesthetic



Solitary or 
Social



Poll

Which learning style do you think you relate most to?

• Visual 
• Linguistic
• Logical
• Auditory
• Naturalistic 
• Kinesthetic
• Solitary
• Social



Post Meeting

Send recording Send 
notes

Send next 
steps



“If my audience will only 

remember one thing about my 

explanation, what is that one 

thing?  Why should my audience 

care about that one thing?”
Source:  Inc, Matt Eventoff 

https://www.inc.com/the-muse/how-to-make-complex-ideas-easy-to-understand.html


Questions and 
Resources
• L.E.A.D. series recordings and presentations:

• Optimizing Meeting Effectiveness
• Taking Initiative and Being Accountable

https://icsps.illinoisstate.edu/wioa/oet

