Effective small group meetings
Community groups

Purpose
To find an effective way to hold a small group
meeting while dealing with multiple
personalities.

Reality
Our groups are filled with several different
personality types. Sometimes these
personalities can be hard to handle and can
literally take over your meeting. If not handled
correctly, these strong personalities types can
not only leave you frustrated but also a majority
of your group members.

Role: The Heckler
Why does it happens?
➢ Probably good-natured most of the time but is distracted by an
outside problem.
What to do about it?
➢ Keep your temper under control.
➢ Honestly agree with one idea, then move to something else.
➢ Talk privately with this person as a last resort to determine what’s
bothering him or her.

Role: The Rambler
Why does it happens?
➢ One thought leads to another and takes this person miles away
from the original thought.
What to do about it?
➢ When there is a pause for breath, thank him or her, refocus
attention, and move on.
➢ In a friendly manner indicate that “We are a little off subject.”
➢ As a last resort, use your meeting timetable. Glance at your watch
and say, “Time is limited.”

Role: Ready Answer
Why does it happens?
➢ Really wants to help, but makes it difficult by keeping others from
participating.
What to do about it?
➢ Cut him or her off tactfully by questioning others. Suggest that we
ask others for their opinion.
➢ As the person to summarize. It keeps him or her attentive and
capitalizes on his or her enthusiasm.
➢ As a last resort, use your meeting timetable. Glance at your watch
and say, “Time is limited.”

Role: Personality Problems
Why does it happens?
➢ Two or more individuals clash, dividing your group into fractions
and endangering the success of the group.
What to do about it?
➢ Maximize points of agreement; minimize disagreements. Draw
attention to the objective at hand.
➢ Pose a direct question to an uninvolved member on the topic.
➢ As a last resort, frankly state that personalities should be left out of
the discussion.

Role: Wrong track
Why does it happens?
➢

Brings up ideas that are obviously incorrect.

What to do about it?
➢

Say, “That’s one way to look at it,” and tactfully make any corrections.

➢

Say, “I see you point, but can we reconcile that with our current situation?”

➢

Handle this tactfully, since you will be contradicting him or her.
Remember all members of the group will hear how you respond to each
individual, and you can encourage or discourage further participation.

Role: The Quiet One
Why does it happens?
➢ Bored, Indifferent, Timid or Superior
What to do about it?
➢ Gain interest by asking for opinion.
➢ Question the person next to him or her. Then ask the quiet one to
comment on the view expressed.
➢ Compliment this person the first time he or she contributes. Be
sincere.
➢ Indicate respect for this person’s experience that ask for ideas.

Role: The Mule
Why does it happens?
➢ Can’t or won’t see the other side; supports own viewpoint no matter
what.
What to do about it?
➢ Ask other members of the group to comment on the ideas. They’ll
help to correct the problem.
➢ Remind him or her that time is short, and suggest that he or she
accept the group consensus presently. Indicate your willingness to
talk with him or her later. Then, follow up.

Role: The Talker
Why does it happens?
➢ Highly motivated, show off, well informed or just plain talkative.
What to do about it?
➢ Slow this person down with some difficult questions.
➢ Say, “that’s an interesting point. Now lets see what the rest of the
group has to say about it.
➢ Draw upon his or her knowledge, but relay to the group.
➢ In general, for all overly talkative people, let the group take care of
them.

Role: The Griper
Why does it happens?
➢ Has a pet peeve, gripes for the sake of complaining, or has a
legitimate complaint.
What to do about it?
➢ Point out that the objective at hand is to operate as efficiently and
cooperatively as possible under the present circumstances.
➢ Indicate that you’ll discuss his or her personal problem privately at
a later date.
➢ Have another member of the group respond to his or her
complaint.

Role: The Bungler
Why does it happens?
➢ Lacks the ability to put good ideas into the proper order, has ideas
but cant convey them and needs help.
What to do about it?
➢ Don’t call attention to the problem. Say, “Let me see if we are
saying the same thing,” Then repeat the ideas more clearly.

Questions and Answers
What are your thoughts……….

