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Are you a woman who finds it hard to contribute in 

workplace meetings?   

For many women, meetings are a stumbling block. 

Women say they feel less effective in meetings than in 

other work situations. Even when they’re experts, or 

based at executive level they often struggle to 

contribute. Can you relate to any of these? 

• Frequently saying nothing. People will wonder why 

you’re there, what value you’re giving, and expect 

little of you. 

• Frequently apologising - you drive your colleagues 

mad and appear weak and lacking in confidence – 

hardly leadership material. 

• Minimising your contribution - putting it down to 

luck, or ‘It was nothing’. So you’re not promoting 

your value and people aren’t seeing how good you are. 

• Going off at a tangent - colleagues switch off before 

you reach your key points. 

Attending work meetings can be uncomfortable 

especially when you’re ignored, dismissed, 

manterrupted, or you battle to be heard. It's not a 

figment of our imagination - men tend to dominate 

conversations and decision-making. 

Some women just give up. Have you?  

Contributing in the 
workplace
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Blame workplace gender micro- 

aggressions as much as you like – and yes, 

they’re likely to play a part.  But we need 

to take responsibility for our own 

performance and stop doing things that 

hold us back. 

So what can YOU do to increase your 

contribution in meetings and get 

recognised for the value you bring? 

Before I share my 10 essential tips, here’s 

a little about who I am.  

Why is it important that we get 
heard in meetings? 
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It’s really simple. 

1. Like men, we have something to 

contribute: When diverse views and 

approaches are heard at work, products 

and services are enriched and the 

company’s performance improves, 

(McKinsey & Co). 

2. We can add value and should get noticed 

and rewarded for it with greater career 

opportunities, promotions and pay rises. 

This won’t happen if we avoid playing an 

active part in meetings. 

3. We’ve a right to be heard and to be 

there. 



me more than seeing a woman reach the 

end of her programme, feeling stronger and 

empowered, on the road to career success. 

To triumph over challenges, to get unstuck, 

re-energised and get that promotion. 

I’ve an MBA, a Practitioner Coach Diploma 

(DipNMC) with distinction. I’m also a 

Master Practitioner of NLP, an accredited 

Master Coach and an Accredited Senior 

Coach member of the International 

Institute of Coaching & Mentoring. And I 

mentor under graduate students at City 

University and women entrepreneurs 

internationally with the Cherie Blair 

Foundation for Women. 

My purpose is to enable 
aspiring professional 
women to get that 
promotion and the 
salary that goes with it.

B Y  C L A U D I A  C R A W L E Y  
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Hi I’m Claudia Crawley – I’m an executive 

coach, career mentor for women, trainer, 

author, public speaker, CEO and business 

owner. 

As a coach and mentor, nothing excites  



3. Keep each of your contributions clear, 

brief and to the point.  It’s crucial that you 

focus on your arguments and avoid going 

off at a tangent. People are likely to stop 

listening if you do. Remember, there’s no 

point making a contribution if it gets lost 

in irrelevancies.  It has to be heard in 

order to be taken as meaningful and of 

value. 

4. Beware of the double standard – yes, it 

really does exist. Whilst men are seen as 

persuasive when they speak with passion, 

women are seen as emotional.  And that 

obviously doesn’t work in our favour. So, 

take a leaf out of men’s book and avoid 

getting carried away with your topic, no 

matter how strongly you feel about it. 

10 Essential Tips
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1. Properly prepare for each meeting in 

advance.  Examine the topic; do a bit of 

research if necessary and prepare your 

views on it. Make notes and consider what 

you can say, what ideas you can bring and 

what questions you can ask.  And take 

them with you. Who cares if it doesn’t 

seem to be off the cuff?  It shows that 

you’re a serious and considered 

contributor. And you may even get 

yourself known as a thought leader. 

2. Arrive for meetings early and network 

with those present – even if you don’t 

know them. If you’re one of a female 

minority, approach the women and start to 

build rapport. Start by focusing on the 

commonalities between you. This will help 

to build relationships, break the ice and 

get you off to a good start.   



her with ‘Let her finish, please’. Solidarity 

amongst women is a powerful thing. 

8. Stop apologising. You deserve to be 

there and you’ve a right to be heard. 

Throw the word ‘sorry’ in the bin. Only 

use it when you genuinely have something 

to be sorry about. 

9. Express any confusion or disquiet you 

may have. If you’re baffled or uneasy about 

any points, it’s likely that others will be 

too. So speak up and say what’s going on. 

Those sitting in bemused silence will 

thank you for it. 

10. Get constructive feedback on your 

performance. Approach your boss and/or 

people you trust and ask them for their 

views. Ask, ‘What do I do well? Where can I 

improve?’ And remember to apply your 

learning from the feedback. 

  

10 Essential Tips Cont'd
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5. Ask questions – especially if your 

particular point hasn’t been considered. 

And make them open questions, not only 

are they likely to develop the conversation, 

they’re a great way to get people to reflect . 

6. Avoid taking confrontation personally. 

Remember, if someone challenges you on 

your views, it’s not about you the person. 

It’s about your opinion. They’re definitely 

not the same thing. Focus on what was said 

rather than on you the person. 

7. Be assertive in meetings and learn how to 

do so effectively. Raise your voice first, so 

it’s loud enough to be heard but not so loud 

that you’re shouting. And when you’re 

interrupted, don’t back down just keep 

talking. Call them out if you have to. Try 

‘Peter, I haven’t finished’, or ‘Peter,  hear 

me out’. And by the way, if you notice 

 another woman being interrupted, support 



or making her agreement/disagreement 
noted). Also there always seemed to be 
other voices talking in the background 
when she did speak. 

We worked on developing some key 
political skills: contacting the chair in 
advance and briefing him that she would 
be making a contribution on certain items; 
seeking his assurance that she would get 
the same degree of silence that other 
(male) contributors had; and also 
rehearsing (with the other woman member, 
and building an alliance) her contribution 
for clarity, relevance and brevity. This 
‘topping and tailing’ worked. The ‘Top 
Tips' reinforced it.  Building on this, she 
now speaks more frequently, with greater 
conviction and also throws in more 
speculative ideas and questions which 
many tired, traditional meetings need but 
avoid as being ‘irrelevant’. Coming from 
her the other members now know that they 
never are.     
   

Bonus Tip
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Here’s another form of advance 

preparation that will transition you into 

the right state, so that you feel powerful 

and self-assured as you walk into that 

meeting.  Visualise your super-hero (Mine 

is Wonder Woman); standing tall in her 

power pose, head up, shoulders back, 

hands on hips and arms akimbo. Then step 

into her boots and feel her power. Then 

stride into that meeting and perform. 

Manjit, one of my coachees, a newly 
appointed senior manager, one of two 
women in an executive team of 10, was 
softly spoken.   6 months in, she was still 
struggling in meetings, becoming 
frustrated that when she did contribute, 
there was little response. In our sessions, 
it became clear why: when she started 
talking she was nervous and lost her 
thread –appearing confused- and when 
she finished, she did not ask for a response 
(for instance, posing a question 



Finding your Winning Pathway
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WORK WITH ME FURTHER 

If you would like support with 

improving your performance at 

workplace meetings, or with any 

other career challenges, contact 

me on:  

c.crawley@winningpathwayscoaching.com 


