Meeting Skills Self-Assessment


Instructions: Each statement below represents a valuable meeting skill. Learning to identify, practice, and improve these skills is part of being a team member. Check the appropriate column for each statement indicating how often you practice that behavior. Your team may want to compare answers to find areas that the team as a whole should be working on.

	Meeting Skill
	I frequently do this.
	I need to do more of this.

	Goal Setting

I help the group stay focused on the results we’re working toward.  I suggest interim benchmarks along the way.  
	
	

	Resource Assessing

I see the big picture of what will be required to get tasks done, and I share my thoughts with the group.
	
	

	Initiating

I suggest methods, procedures, and plans as needed. I offer to take the lead on getting tasks done.
	
	

	Information Giving

I offer facts, research, and background as needed.  
	
	

	Opinion Sharing

I contribute to the group’s work by offering my thoughts, feelings, perceptions, and beliefs.
	
	

	Clarifying

I help clear up confusion about the task by defining terms and offering additional information.
	
	

	Harmonizing

I try to help group members find agreement in conflicting points of view; I help reduce tension by getting people to explore difficulties.
	
	

	Encouraging

I am friendly, warm, and responsive; I celebrate successes; I validate others’ points of view; I use non-destructive humor.
	
	

	Compromising

I modify my thinking or position as appropriate by exploring other members’ ideas rather than debating or defending each idea that comes up.
	
	

	Gatekeeping

I create opportunities for others to participate in the discussion.
	
	

	Regulating

I point out when ground rules are being broken; I ask whether the group is satisfied with its progress.
	
	

	Summarizing

I synthesize what’s been said, and then check the accuracy of my summary with the group; when I hear the group repeat itself, I help us close discussion and reach a decision.
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