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A series of tips that 

will improve your 

performance at 

work in no time!  
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Facilitating Meetings and Managing 

Conflicts That Arise 
 
Dr. Susan Cain, Ed. D | Corporate Learning Institute 

 
There’s always room for improvement. Two-Minute Reads are a free tool you and your 

organization can use just for that reason. 
 

As the old saying goes, two heads are better than one, or the more ideas the more 

likely you will get a better outcome. Research tells us conflict can obscure the gains 

made by sharing ideas. Here are a few meeting facilitation tips to ensure that your 

next meeting captures the voices and ideas of your people. 

 

1. Affirm the fact that a disagreement of ideas is happening. Remind the group 

that this shows that each person is bringing their best ideas in-and not “hiding” 

from each other.  

2. Restate the main ideas presented.  

3. Offer that an easy or early solution/ answer might work against the goal of 

getting to the best place possible. 

4. Offer a “Parking Lot” to place important ideas on for longer discussion post-

meeting. 

 

It can also be useful to use language that helps lower defensiveness in others. For 

example: 

 

1. Affirm each person by offering “great thought…good contribution…useful 

idea… 

2. Remind the group that “truth springs from argument among friends.” 

3. Urge the group to stop looking for the right answer and look at all possibilities. 

4. Say, ”Let’s think together here…” 
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These tips are intended to be useful and to help you get the most out of meetings. Visit 

CLI at www.corplearning.com for more ideas on collaboration training.  

 
CLI provides coaching, training, and strategic planning services to help your business 

grow. Our expert, research-based design and facilitation skills will help develop more 

effective individual contributors, leaders, managers and supervisors, or strengthen teams 

and collaborative groups. We bring in the best content expertise and blend it with your 

culture and specific needs. 

 

For more Two-Minute Reads, go to www.corplearning.com/resourses/two-minute-reads  

 

Contact us at corplearning@corplearning.com or at 800.203.6734 
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