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Abstract

The purpose of this research is the examination of meeting management skills of District Directors of National
Education according to the perception of school managers. Scanning model, as one of the Quantitative methods, was
used in the research. The research universe is the managers of schools in districts of Maltepe, Sultanbeyli, Kartal and
Pendik. 309 school managers formed the sample of the research which was determined by a random sampling method.
According to the education level of school managers, in their perception of meeting management skills of District
Directors of National Education, no significant difference was found in sub-dimensions of participant management,
time management, and management of meeting room facilities, management of meeting agenda, and management of
minutes of meeting. However, a significant difference was found in the sub-dimension of meeting management skills
and in total scale. Managers with a B.A degree evaluated more positively the District Directors of National Education
than managers with a graduate degree. According to the duties of the school managers, there was a significant difference
in the sub-dimension of participant management among the arithmetic averages (mean) of the groups in the meeting
management skills of the District Director of National Education. While there was a significant difference in total scale
and in skills of meeting management and time management regarding school managers’ perception of meeting
management skills of the District Director of National Education according to the age of school managers, there was no
difference in other sub-dimensions.

Keywords: education, management, meeting, meeting management
1. Introduction
1.1 Background

The world has been formed of small groups that come together with the purposes of exchange of information,
preparation of plans, praying and worshipping, taking decisions or revising the weaknesses of previously adopted
decisions (Doyle ve Straus, 1998, p. 9). “Strategic management is the process of making decision, planning,
coordinating and taking some actions by the top managers of a company in order to achieve set goals and objectives”
(Nuraini, E., et al.,2015, p.161). At the same time, quality management is a part of management strategy aimed for
organizational goals (Sharma, S., & Chandra A.K., 2018, p.82). Meetings are very important structure for strategic
management process. Meetings are an essential part of the life of every organization and your ability to run effective
meetings with your management skills is a critical part of your success in meeting management
(https://www.briantracy.com/blog/leadership-success/improve-meeting-management-and-management-skills-for-effecti
ve-meetings/, Online, 24.07.2018). Meeting is termed as a process of discussion on certain topics in which the managers
meet to find a solution for existent problems and a gathering for talking about an agenda. In the dictionary of TDK,
meeting is a gathering of more than one individual in line with a certain goal (Dogan, 2013, p. 4).

Public institutions may need to hold a meeting due to the reasons such as scientific searches, training and security

*This article was reproduced from the author’s (Abdulkadir Caliskan) Master Thesis titled “Meeting Management Skills
Of District Directors Of National Education According To The Perception Of Education Managers”.
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(Cakaci, 2006, p. 35). Various definitions of meeting in literature are as follows: (Ozturk, ve Keskin, 2011, p. 3):
*“Gathering of more than one individual for discussing a problem, an event or a phenomenon is a called as a meeting.”
*““ A session that related parties come together to discuss the topics on the basis of an agenda.”

1.2 The Importance of a Meeting

Meetings are hold in order to ensure the productivity of work, support the order, become systematical and give the spirit of
unity at work place.

The situations where meetings are required to hold (Dogan, 2013, p. 4):

* “The need for clarification of employees on a specific issue”

* “Expressions of the employees’ opinions”

* “When prompted to receive information from the team”

* “Where there is a need to resolve a problem or to make a decision”

* “Motivating employees, providing feedback, persuading interlocutors, training and developing, strengthening status”
* “In the event that employees request a meeting, this demand must be evaluated.”

Today, meeting management has had a professional structure with the emergence of different task definitions and
responsibilities such as meeting organizer, meeting planner. As emerging effective management approach has raised
success on the agenda, the importance given to the planners has been increased and enterprises have adopted the
professional perspective (Tavmergen ve Aksakal, 2004, p.5).

The main purpose of organizing meetings in organizations is to share information among managers or between
managers and employees and to get the opinions and suggestions of the participants and to ensure that the decisions to
be taken are correct and complete. The decisions taken as a result of such meetings make management's work easier
because they are the kind that everyone accepts (Misirli, 2013, p. 3).

1.3 The Issues That Need to Be Considered About the Meetings

Even if all directing policies are followed for an effective meeting, there may still be something wrong with it (Morgan,
2006, p.64). The important thing is to make meetings effective. In order to do this, it is necessary to know how to prepare
for meetings, the ways of continuing the meeting effectively, the need to combine the objectives and how to finalize the
meeting without neglecting what the meeting was intended for (Linkemer, 1993, p. 1) The primary functions of a
decision-making meeting are to make decisions, solve problems, determine a strategy or plan (Feigelson, 1998, p.16).

Many realize the need for agendas in order to provide general structure of the meeting and control of the outcome of the
meeting. In addition to this, the agenda also allows the participants to prepare for the meeting. This agenda facilitates the
management of meeting follow-up and issues to be discussed (Payne ve Payne, 1998).

It is very important that a meeting start in a positive atmosphere. At the beginning of the meeting, the responsibility of
comforting the environment falls largely on the manager of meeting. For this purpose, it is useful to provide the following
points in order for the meeting to start and continue in a positive atmosphere. Therefore, to comply with the protocol and
courtesy rules applied at meetings (Misirly, 2013, p. 13):

» Come to the meeting just in time.

* Contact the participants in the meeting closely.

« Briefly summarize the purpose of the meeting.

* Create a democratic and participatory environment.

* Handle the issues which are difficult to resolve at the beginning of the meeting.
» Take on a unifying and conciliatory role.

* Thank very often.

» Establish eye contact with all participants.

» Make your criticisms to the views, not to the person

* Do not allow negative and aggressive behavior.

* Do not extend the meeting period unnecessarily.

114



Journal of Education and Training Studies Vol. 6, No. 11; November 2018

1.4 Aims of the Meeting

It can be one of the most effective management studies since meetings are aimed at an open goal or are determined for
which purpose they are held and a step towards achieving that goal (Dogan, 2013, p.10). Before gathering people, the
agenda of the meeting and how long the items on the agenda will take should be determined and the time limits should not
be exceeded unless they are enforced. However, it is very important to be flexible when needed; according to situation,
some issues should be given for a shorter or longer time (Adair, 2003, p.128) Create and use basic rules - the basic rules
are clear rules that the group agrees to follow to make it easier for the group to be productive. The basic rules show the
expectations of "what needs to be done in meetings". Examples of the basic rules that are typically used include: Start the
meeting on time; stick to the agenda; involve everyone; be realistic when accepting follow-up tasks; focus on interests and
not on positions; diverge the problem from people; respect different perspectives; share responsibility for compliance with
the basic rules (Rebori, 1997).

1.5 Evaluation of the Meeting

No matter how well the meeting manager has organised, maintained and concluded the meeting, the meeting manager
must evaluate the implementation results of the decisions taken. For this purpose, the meeting manager has to monitor the
participants and evaluate whether the decisions taken after the meeting are complied with. (Dogan, 2013, p. 57). After the
meeting, it is up to you as the leader of the meeting to write a brief summary of the key decisions that need to be followed,
steps that need to be taken, responsible people, and a one-page timeline. This summary should be sent to all concerned
persons, including those who are present at the meeting and are not required to be present (Harvard Business School
Publishing Corporation, 2006). Make sure that the meeting minutes or actions are reported. Returning to members for a
week at most (this helps keep pace going) (Carter, 2002).

While working on goals, these three golden rules should be considered (Barker, 2000, p. 21.):
1. Every Meeting Is Unique.

If a meeting is held without a good reason, it's very expensive. If you can't find a reason, or if you can reach your goals by
other means, ask yourself if organizing a meeting is necessary.

2. The Success of A Meeting Is Judged According To The Results Obtained.

At the end of the meeting, if everyone agreed to hold another meeting, it means that some things went seriously wrong.
After the meeting, consider writing a work list and review the work list; ask yourself if you can accept any of these works
without holding the meeting. It will help you make the next meeting more effective.

3. Maintaining A Meeting Is The Responsibility Of The Entire Group.

The primary responsibility for the success of the meeting is in the hands of the President (or the organizer of the meeting).
However, each participant must contribute to the execution of the meeting. As President of the meeting, you can also
become a coach by managing meetings, improving people's skills and guiding them with examples.

Meetings are arrangements that provide communication between people, give opportunity to produce creative ideas, and
are useful for the training of staff (Dogan, 2013, p.3). It is a standard and often necessary way of sharing information,
planning, solving problems, developing strategies and making decisions. Planning will be the essence of your work.
Managing effective meetings requires commitment and attention.

In National Education Institutions, District Managers of National Education frequently hold meetings with school
administrators and attempt to find a common solution to the problems. In order for these meetings to be a
solution-oriented, it is up to the District Managers of National Education who organize the meeting to prepare the meeting,
to set the agenda and to review all phases of the meeting. That the District Managers of National Education has a good
command of meeting management and principles of meeting will ensure the meeting to be more efficient.

The aim of the research is to determine the meeting management skills of District Managers of National Education
according to the perception of school administrators working under the Ministry of National Education. With this research,
the opinions of the school principals regarding the meetings have been determined and by providing suggestions, many
ideas have been given to the district administrations. District Managers of National Education may have ideas for the parts
to be improved in their frequent meetings they hold and for resolving the deficiencies that have been observed.

In this context, the need for arranging meetings properly in order to fulfill their functionality is a problem for many
institutions and managers. This situation manifests itself in frequent meetings held within the National Education
organization. In this context, The Problem Statement of the research were determined as “how is the meeting management
skills of District Managers of National Education according to the perceptions of school administrators?”
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2. Method
2.1 Research Design

In the research, it was aimed to determine the meeting management skills of the District Managers of National
Education according to the perceptions of the educational managers. Scanning model, as one of the Quantitative
methods, was used in the research.

As the research tried to describe the current situation, it was arranged in accordance with the scanning model. Scanning
models are a research approach that aims to describe without changing the situation. Time is not important in this
research approach. The event, person or object taking place in these studies is tried to define without changing, as in
their own terms. It's not going to affect them. There are those who do not want to be known, and they are there. What is
important is to be able to observe and determine it appropriately (Karasar, 2003, p.77).

2.2 Population and Sample

The universe of the research was formed by school managers and assistant managers in Maltepe, Sultanbeyli, Kartal and
Pendik districts. From this universe, a total of 309 school managers, determined by means of random sampling, formed
the sample.

The basic characteristic of random sampling methods is that the sample has a high power to represent the universe. This
is because the probability of being selected for the sampling units is equal for the units that are based on the sampling.
With these methods, it is aimed to create samples with high representation power, where valid generalizations can be
made to the universe (Buyukozurk et al., 2009).

2.3 Data Collection Tool and Application

Personal information form and meeting management skills scale (Caliskan, 2009) were used to collect data from
managers in the sample group.

2.3.1 Personal Information Form

It is a questionnaire created to measure the demographic information of educational managers. Questions include
personal variables such as duty, gender, graduation, vocational seniority and age.

2.3.2 Scale of Meeting Management Attitudes and Skills

In this study’s scale (Meeting Management Skills Scale) was developed by Caliskan, which study’s questions were
collected under six dimensions in a scale which was developed to measure “meeting management attitudes and skills”
of school managers in charge of primary education (Caliskan, 2009). These consist of factor analysis of 30 articles on
“meeting management skills”, 7 articles on “managing time control”, 2 articles on “managing meeting room facilities”,
4 articles on “managing meeting agenda” in the fourth dimension, 2 articles on “managing participants” in the fifth
dimension, 2 articles on “managing minutes of meeting” in the sixth dimension. The scale was given in Appendix.

Caliskan (2009) applied to the expert opinion for the validity of the data collection tool in the creation of
sub-dimensions. According to the opinions of experts in the field, expressions of sub-dimensions represent these
dimensions. Caliskan (2009) presented a draft form consisting of fifty-eight articles to a group of teachers and school
principals’ criticism, and the number of articles was reduced to 47 according to the feedback of the field experts. For the
reliability study of the data collection tool, a teacher group of 134 people was pre-applied and then the internal
consistency of the dimensions (Cronbach’s alpha, 0.93) were checked by data obtained from these measures. The survey
data were rated as (1) never, (2) sometimes, (3) neutral, (4) generally and (5) always.

As a result of the validity and reliability study conducted on the questionnaire, Caliskan (2009) prepared 47 questions
for the survey data analysis and according to the reliability analysis results included in the questionnaire, Cronbach’ s
alpha reliability coefficient was calculated as 0.93. This value indicates that the reliability of the survey is quite high.

2.3.3 Data Collection

After sampling was determined in the 2016-2017 academic year and the necessary permissions for research were
obtained through legal means, the schools were visited and the school administrators were informed. The scales were
replicated by the number of education managers and applied. The scales were applied to 309 managers and collected by
the researcher at the end of the survey. Analyses were carried out with 309 participants.

2.4 Analysis

The data obtained by the scales were encoded and analyzed with the help of the SPSS 21.0 package program. The
distribution of frequency and percentage data about the first portion of the scale were taken; the arithmetic average
(mean) and standard deviation for the determination of managers' perceptions were calculated; since the distribution is
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normal in binary comparisons, “t” test was used in order to illustrate the difference between attitudes; one way analysis
of variance (ANOVA) was used in the comparison of the means of three or more groups. Scheffe Test (multiple
comparisons) was applied when the difference was found to be significant. Whether there is a statistically significant
difference among opinions or not was tested at the significance level of a < 0.05. Cronbach's alpha value of study for all
subsets is 0.5, as normally the decision

3. Results
Table 1. Demographic Information of School Managers, Frequency and Percentage Values
Demographic Information Groups f %
Manager 168 54,4
Duty Assisstant Manager 141 45,6
Male 198 64,1
Gender Female 111 35,9
Bachelor Degree 219 70,9
Education Graduate Level 90 29,1
Seniority 1-10 Years 114 36,9
11-20 Years 105 34,0
21 Years and over 90 29,1
Age 22-35 114 36,9
36-42 96 31,1
43 and over 99 32,0
Total 309 100,0

As seen in Table 1, within the sample group consisting of school managers, 168 participants (54.4%) are managers, 141
(45.6%) are assistant managers. 198 of the participants (64.1%) are male, 1110f them (35.9%) are female. 219 of them
(70.9%) have undergraduate degree and 90 of them (29.1%) have a graduate level degree. 114 of them (36.9%) have
1-10 years of experience, 105 of them (34.0%) have 11-20 years of experience, 90 of them (29.1%) have 21 and over
years of experience. 114 of them (36.9%) are between 22-35 years old, 96 of them (31.1%) are between 36-42 years old,
99 of them (32.0%) are 43 years old and over. The total number of participants is 309.

Table 2. Meeting Management Skills Scale, Mean and Standard Deviation Values of All Sub-Dimensions

Dimension N A Sd

Meeting management skills (MMS) 309 114,20 13,088
Management of participants (PM) 309 8,37 1,343
Time management (TM) 309 24,00 4,350
Managing meeting room facilities (MRM) 309 6,14 1,442
Management of meeting agenda (MAM) 309 15,08 2,615
Management of minutes of meeting (MMM) 309 7,34 1,418
Total Score 309 175,13 20,045

In this study, questions were collected under six dimensions, according to the factor analysis of 47 articles on “meeting
management skills”, 7 articles on “managing time control”, 2 articles on “managing meeting room facilities”, 4 articles
on “managing meeting agenda” in the fourth dimension, 2 articles on “managing participants” in the fifth dimension, 2
articles on “managing minutes of meeting” in the sixth dimension.

As shown in Table 2, as a result of the scale applied to school managers about meeting management skills of District
Directors of National Education, meeting management skills sub-dimension scores were (/* =114.20, sd=13,088),
patticipant management sub-dimension scores were ( /* =8,37, sd=1,343), time management sub-dimension scores were
(/~ =24,00, sd=4,350), meeting room management sub-dimension scores were ( /* =6,14, sd=1,442), management of
meeting agenda sub-dimension scores were (/* =15,08, sd=2,615), management of meeting minutes sub-dimension
scores were ( X =7,34, sd=1,418) and total scale scores were ( X =175,13, sd=20,045).
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Table 3. t-test Results for Perceptions Regarding Meeting Management Skills of District Directors of National
Education by the duties of the school managers

- t Test

Score Duty N X sd Sh, T S 5

MMS Manager 168 113,34 12,436 1,662 -,730 101 467
Manager Ass. 141 115,23 13,890 2,026

PM Manager 168 8,66 ,978 ,131 2,466 101 ,015
Manager Ass. 141 8,02 1,622 ,237

™ Manager 168 23,59 4,639 ,620 -1,046 101 ,298
Manager Ass. 141 24,49 3,972 579

MRM Manager 168 6,18 1,491 ,199 ,326 101 ,745
Manager Ass. 141 6,09 1,396 ,204

MAM Manager 168 15,16 2,606 ,348 ,350 101 127
Manager Ass. 141 14,98 2,650 ,387

MMM Manager 168 7,32 1,478 ,198 -,143 101 ,887
Manager Ass. 141 7,36 1,358 ,198

Total Score Manager 168 174,25 19,094 2,552 -,482 101 ,631
Manager Ass. 141 176,17 21,284 3,105

As seen in Table 3, as a result of T test conducted in order to determine whether there is a significant difference in the
perception of meeting management skills of District Directors of National Education according to the duties of school
managers who formed the sample group, the difference in the mean of the groups was (t 103)= -,730; p>0.05 for meeting
management skills (MMS), t(103)=2,466; p<0.05) for managing participants (PM), (t(103)=-1,046; p>0.05) for time
management (TM), (t(103)=,326 p>0.05) for management of meeting room (MRM), (t(103)=,350 p>0.05) for meeting
agenda management (MAM), (t(103)=,143 p>0.05) for management of minutes of meeting (MMM) and total score was
(t(103)=-,482 p>0.05). Therefore, any significant difference was not found in sub-dimensions of the scale except for
management of participants with a score of (t(103)=2,466 p>0.05). School managers in the sub-dimensions of
management of participants evaluated more positively the meeting management skills of the District Directors of National
Education.

Table 4. t-test Results for Perceptions Regarding Meeting Management Skills of District Directors of National
Education by gender of the school managers

- t Test

Score Gender N X sd Sh, T Sq >

MMS Male 198 113,77 12,255 1,508 -,445 101 ,657
Female 111 114,97 14,603 2,401

PM Male 198 8,39 1,323 ,163 251 101 ,802
Female 111 8,32 1,396 ,229

™ Male 198 24,11 4,455 ,548 ,329 101 ,743
Female 111 23,81 4,209 ,692

MRM Male 198 6,17 1,463 ,180 ,288 101 74
Female 111 6,08 1,422 ,234

MAM Male 198 15,14 2,773 ,341 ,303 101 ,763
Female 111 14,97 2,339 ,385

MMM Male 198 7,23 1,455 179 -1,077 101 ,284
Female 111 7,54 1,346 221

Total Score Male 198 174,80 19,291 2,375 -,218 101 ,828
Female 111 175,70 21,588 3,549

As shown in Table 4, as a result of t test conducted in order to determine whether there is a significant difference in the
perceptions of meeting management skills of District Directors of National Education according to the gender of school
managers who formed the sample group; the difference in the mean of groups was (t (103)= -, 445 p>0.05) for for meeting
management skills, (t(103) =, 251 p>0.05) for participant management, (t (103)=, 329 p>0.05) for time management,
(t(103)=,288 p>0.05) for management of meeting room, (t(103)=, 303 p>0.05) for management of the meeting agenda,
(t(103)=-1.077 p>0.05) for management of minutes of meeting and total score was (t(103)=-,218 p>0.05). Therefore, any
significant difference was not found in total score and in any of the sub-dimensions.
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Table 5. t-test Results for Perceptions Regarding Meeting Management Skills of District Directors of National
Education by education level of the school managers

. o t Test

Score Education N X sd ShY T 54 >

MMS Bachelor of Arts 219 116,36 12,660 1,482 2,681 101 ,009
Graduate Level 90 108,97 12,826 2,342

PM Bachelor of Arts 219 8,38 1,308 ,153 172 101 ,864
Graduate Level 90 8,33 1,446 ,264

™ Bachelor of Arts 219 24,21 4,256 ,498 746 101 ,457
Graduate Level 90 23,50 4,607 ,841

MRM Bachelor of Arts 219 6,10 1,529 179 -,438 101 ,662
Graduate Level 90 6,23 1,223 223

MAM Bachelor of Arts 219 15,30 2,379 ,278 1,360 101 177
Graduate Level 90 14,53 3,093 ,565

MMM Bachelor of Arts 219 7,48 1,375 ,161 1,570 101 ,119
Graduate Level 90 7,00 1,486 271

Total Score Bachelor of Arts 219 177,82 18,997 2,223 2,167 101 ,033
Graduate Level 90 168,57 21,318 3,892

As shown in Table 5, as a result of t test conducted in order to determine whether there is a significant difference in the
perception of meeting management skills of District Directors of National Education according to the graduate level of the
school managers who formed the sample group, the difference in the mean of groups was (t(103)=,172 p>0.05) for
participant management, (t(103)=,746 p>0.05) for time management, (t(103)=-,438 p>0.05) for management of meeting
room, (t(103)=1,360 p>0.05) for management of the meeting agenda, (t(103)=1,570 p>0.05) for management of minutes
of meeting. While there was no significant difference in these sub-dimensions, a significant difference was found in total
score (t(103)=2,167 p<0.05) and in the sub-dimension of meeting management skills (t(103)=2,681 p<0.05). The
managers with an undergraduate degree evaluated the District Directors of National Education more positively than the
managers with a graduate degree.
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Table 6. ANOVA Results for Perceptions Regarding Meeting Management Skills of District Directors of National
Education by seniority of the school managers

T, X vesdvalues ANOVA Results
Score Seniority N X e Var. K. KT sd KO E p
114 116,84 13,490 Between 419,113 2 209,557 1,229 ,297
1-10 Years Groups
MMS 11-20 Years 105 112,66 12,824 In-Group  17053,605 100 170,536
21 Year & 90 112,67 12,769 Total 17472,718 102
over
Total 309 114,20 13,088
1-10 Year 114 8,08 1,302 Between 8,232 2 4,116 2,342 ,101
Groups
PM 11-20 Year 105 8,74 1,197 In-Group 175,749 100 1,757
21 Year & 90 8,30 1,489 183,981 102
Total
over
Total 309 8,37 1,343
114 24,32 4,275 Between 29,637 2 14,819 ,780 ,461
1-10 Year Groups
™ 11-20 Year 105 23,26 4,604 In-Group 1900,363 100 19,004
21 Year & 90 24,47 4,167 1930,000 102
Total
over
Total 309 24,00 4,350
114 6,11 1,573 Between 9,551 2 4,776 2,358 ,100
1-10 Year
Groups
MRM 11-20 Year 105 580 1,389 In-Group 202,546 100 2,025
21 Year & 90 6,57 1,251 212,097 102
Total
over
Total 309 6,14 1,442
1-10 Year 114 1539 2,343 Between 12,533 2 6,267 ,915 ,404
Groups
MAM 11-20 Year 105 14,60 2,659 In-Group 684,846 100 6,848
21 Years & 90 1523 2,885 Total 697,379 102
over
Total 309 1508 2,615
1-10 Years 114 7,37 1,403 Between 2,512 2 1,256 ,620 ,540
Groups
MMM 11-20 Years 105 7,14 1,287 In-Group 202,594 100 2,026
21 Years & 90 7,53 1,592 205,107 102
Total
over
Total 309 7,34 1,418
1-10 Years 114 178,11 20,320 CB;(:(t)vl\j/re)gn 640,814 2 320,407 794 ,455
Total Score 11-20 Years 105 172,20 19,324 In-Group 40344,546 100 403,445
21 Years & 90 174,77 20,654 Total 40985,359 102
over
Total 309 175,13 20,045

As seen in Table 6, in the one way analysis of variance run in order to determine whether there is a significant difference
in the perception of meeting management skills of the District Directors of National Education according to the seniority
of the school managers who formed the sample group, there was no statistically significant difference among the mean of
the groups in total score and in sub-dimensions (F=1,229;p>.05; F=2,342p>.05; F=,780;p>.05; F=2,358;p>.05;
F=,915;p>.05; F=,620;p>.05; F=,794;p>.05). No significant difference was found in total score and in the
sub-dimensions of meeting management skills, participant management, time management, management of meeting
room facilities, management of meeting agenda, management of minutes of meeting.
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Table 7. ANOVA Results for Perceptions Regarding Meeting Management Skills of District Directors of National
Education by age of the school managers

f, X vesdvalues ANOVA Results
Score Age N X e Var. K. KT sd KO F p
29.35 114 119,08 13,175 CB;(reéwggn 1657,713 2 828,856 5,241 ,007
u
MMS 36-42 96 113,25 12,570 In-Group 15815,006 100 158,150
43 & over 99 109,52 11,851 Total 17472,718 102
Total 309 114,20 13,088
29.35 114 8,11 1,331 Between 4,284 2 2,142 1,192 ,308
Groups
PM 36-42 96 8,56 1,045 In-Group 179,696 100 1,797
43 & over 99 8,48 1,584 Total 183,981 102
Total 309 8,37 1,343
29.35 114 24,95 3,918 Between 128,258 2 64,129 3,559 ,032
Groups
™ 36-42 96 24,53 4,690 In-Group 1801,742 100 18,017
43 & over 99 22,39 4,153 Total 1930,000 102
Total 309 24,00 4,350
29.35 114 6,13 1,455 Between 2,657 2 1,329 ,634 ,532
Groups
MRM 36-42 96 6,34 1,382 In-Group 209,440 100 2,094
43 & over 99 594 1,499 Total 212,097 102
Total 309 6,14 1442
29.35 114 15,50 2,679 Between 31,614 2 15,807 2,374 ,098
Groups
MAM 36-42 96 15,41 2,394 In-Group 665,764 100 6,658
43 & over 99 14,27 2,637 Total 697,379 102
Total 309 1508 2,615
114 7,39 1,498 Between 1,244 2 ,622 ,305 ,738
22-35 Yas Groups
MMM 36-42 Yas 96 7,44 1,435 In-Group 203,863 100 2,039
43 & over 99 7,18 1,334 Total 205,107 102
Total 309 7,34 1,418
2935 Yas 114 181,16 20,209 CB;(:(t)vl\j/re)gn 3164,823 2 1582,411 4,184 ,018
Total Score 36-42 Yas 96 175,53 19,663 In-Group 37820,537 100 378,205
43 & over 99 167,79 18,306 Total 40985,359 102
Total 309 175,13 20,045

As seen in Table 7, ANOVA was run in order to determine whether there is a significant difference in the perception of
meeting management skills of the District Directors of National Education according to the ages of the school managers
who formed the sample group. While the difference in the mean of the groups was significant in total score and in
meeting management skills and time management, there was no significant difference in other sub-dimensions. Scheffe
test was applied in order to understand among which groups there was a significant difference and results were given in
Table 7.1.
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Table 7.1. Results of Scheffe Test by Age

Score Age (i) Age () X — X, Sh, P
2235 36-42 582895 3,01729 160
43 & over 9,56380 2,99237 ,008
22-35 -5,82895 3,01729 160
MMS 36-42 43 & over 3,73485 3,12003 491
43 & over 22-35 -9,56380" 299237 008
36-42 -3,73485 3,12003 491
2235 36-42 41612 1,01842 1920
43 & over 255343 1,01001 045
22-35 -41612 1,01842 1920
™ 36-42 43 & over 213731 105310 133
43 & over 22-35 -2,55343" 1,01001 045
36-42 -2,13731 1,05310 133
2935 36-42 5627 4,666 486
43 & over 13,370 4,627 018
22-35 5,627 4,666 486
Total Score 36-42 43 & over 7,743 4,825 280
43 & over 22-35 -13,370" 4627 018
36-42 7,743 4,825 280

As seen in Table 7.1, as a result of Scheffe test conducted to determine which groups differ in the perceptions of
meeting management skills of District Directors of National Education according to the ages of the school managers who
formed the sample group, there was a significant difference in total score and in sub-dimensions of meeting management
skills and time management by age groups of 22-35 and 43 and over. The age group of 23-35 was found to think more
positively. Among other groups, there was no significant difference.

4, Recommendations

1. First of all, meetings are a managerial tool that conducts communication in organizations, prepares the basis for the
transition to participatory democratic governance, ensures making effective decisions, contributes to the creation and
development of organizational culture, and incorporates many features such as education, solidarity, and motivation.
Meeting management training should be given to all District Directors of National Education and school managers who
are currently working. Therefore, meeting management information, skills and attitudes can be provided.

2. Conducting required researches on this topic, the necessary regulations can be prepared by the Ministry of National
Education.

3. In all departments of education faculties, a meeting management course can be put in line with the fact that each
student is an executive candidate.

4. One of the important factors in meeting management process is communication skills. This process is completely
governed by personal skills. It has been observed that when training activities are carried out in groups in organizations,
there is an increase in the productivity of the employees after the training meetings. In-service training activities on this
subject will improve the current situation. Another field in the management of the meeting is to use and read the body
language.

5. Managers should receive feedback from the participants to improve their meetings and make the necessary
improvements by evaluating them. In this context, managers' perceptions of meeting management can be investigated.

6. The effectiveness of meetings held in the central organization of the Ministry of National Education may be
investigated. The level of achievement of the goals of the meetings can be investigated.

7. Qualitative and quantitative research can be carried out on the development of meeting management attitudes and
skills. The leadership style of the manager on meeting effectiveness can be investigated.

5. Discussion

Caliskan (2009) found that the male teachers in the evaluation of the “meeting management skills” of school principals
in primary schools were more positive than female teachers. Male teachers stated that decisions were taken within the
framework of democratic principles at the meetings, that participants were given the opportunity to express their views
at the meetings, and that they found an atmosphere in which the opinions of the participants would be expressed freely.
Female teachers thought that certain groups are more effective at meetings. The reason for this is that females have a
quieter nature compared to males and they are more reluctant to reflect their views than males. In Sencan’s study (2008),
no significant difference was found between the perceptions of female and male teachers in the sub-dimensions of “task
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leadership”, “participation management” and ‘“managing group dynamics” according to gender variable. In
sub-dimensions of “process leadership” and “preparation”, there was a difference between the perceptions of female and
male teachers in favor of male teachers. Study’s findings are similar in those literatures.

Similar to study findings, there was no significant difference among the perceptions of teachers with associate degree,
bachelor degree and master degree education in the sub-dimensions of “task leadership”, “process leadership” and
“managing group dynamics” according to the level of education variable (Sencan, 2008). The perceptions of teachers
who earned an associate degree were higher in the sub-dimension of “participation management” than those who earned
an undergraduate and a graduate degree.

In the “preparation” sub-dimension, the perceptions of teachers with an associate degree were higher than those of
teachers with a graduate level degree. In contrast to this finding, there was no significant difference according to
educational variable (Taskin, 2005). In terms of management functions and meeting management's contributions to
effective management, no difference was found at 0.05 level between the p values of the responses given by the
managers and other employees regarding meeting management according to the education variable. According to the
education variable, there was a harmony between the employees’ opinions of management functions regarding meeting
management and meeting management's contributions to effective management

According to Caliskan (2009), when the level of education increases, dissatisfaction also increases on topics such as
taking decisions within democratic frameworks, preparation for meetings sufficiently, managing meetings with
appropriate managerial skills and managers’ possession of the skills exposing group dynamics, effective presentation
skill of managers and encouraging cooperation in solving problems, achieving the goals set in meetings, existence of
bi-directional information flow and being fair in the distribution of tasks, informing those who do not attend meetings
afterwards, taking into account interest, willingness and competency in the distribution of tasks, the managers’ delivery
of their messages in the right way, putting the decisions into practice, formation of the meeting with the participants
suitable for the purpose, paying attention to the rules of courtesy by the managers. The reason for this is that the
expectations required by the level of education are high.

Similar to study findings, it can be said that regarding directors’ possession of sufficient managerial skills,
dissatisfaction of teachers with less experience are more than that of experienced teachers. This may be due to the fact
that they have contemporary management skills related to their new graduation. It can be said that teachers who are
more senior are more dissatisfied with the facts that managers give opportunity to deepen the meeting and that they
should pay attention to the rules of kindness in meetings, compared to teachers who are less seniors. It can be said that
teachers who are less senior are more dissatisfied with the characteristics such as reaching the targets set in meetings,
having bi-directional information flow, informing those who are not attending the meetings afterwards and distributing
the tasks on the basis of desire and competence in the meetings than teachers who are more senior (Caliskan, 2009).

According to the working time variable (Sencan, 2008), there was no significant difference between groups in
sub-dimensions of “task leadership” and “managing group dynamics”. In sub-dimensions of “participation
management”, “process leadership” and “preparation”, perceptions of teachers working with the same managers for 3-5

years are higher than those of teachers who have a working time of 0-2 years with the same manager.

Similar to study finding, there was a significant difference for the planning which is a management functions of the
meeting management and for the age variable. It was understood that the difference was due to the answers given by
those under 30 years of age and those ages between 40 and 49 years. Accordingly, it can be concluded that the
employees under 30 years of age are uncertain about whether or not managers from each level attend the planning
activities, and it can also be concluded that the employees between 40-49 years of age are of the opinion that managers
at all levels are ensured to participate to planning activities by means of the meetings. According to this, the reason why
young people are still undecided is because they are not invited to planning meetings.

6. Conclusion

According to the duties of the school managers, there was no significant difference in any sub-dimension except for the
participant management and the meeting management skills of District Directors of National Education. In the
sub-dimension of participant management, school managers evaluated the meeting management skills of District
Directors of National Education more positively and according to the gender of the education managers, there was no
significant difference in total score and in any of sub-dimensions regarding the meeting management skills of District
Directors of National Education.

According to the graduate level of the education managers, there was no significant difference in sub-dimensions of
participant management, time control management, meeting room facilities, meeting agenda management and
management of meeting minutes in the perception of meeting management skills of District Directors of National
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Education. However, a significant difference was found in total score and in the sub-dimension of meeting management
skills. The managers who graduated from an undergraduate program evaluated the District Directors of National
Education more positively than the managers with a graduate degree.

According to the seniority of the school managers, there was no statistically significant difference in total score and in
any of sub-dimensions regarding their perceptions of meeting management skills of the District Directors of National
Education. Similar to these findings, in terms of planning, organizing, directing, coordinating and meeting
management’s contribution to the effective management, no difference was found at 0.05 level between the p values of
the responses given by the managers and other employees regarding meeting management according to seniority
variable. According to seniority variable of the employees, there was a harmony between the opinions of the planning,
organization, orientation, coordination regarding meeting management and the opinions of the contributions of the
meeting management to effective management.

According to the ages of school managers, while there was a significant difference in total score and in sub-dimensions
of meeting management skills and time control management in their perceptions of meeting management skills of
District Director of National Education, there was no difference in other sub-dimensions. The difference was found to
be between the 22-35 age group and the 43 and over age group. The 23-35 age group was found to be more positive.
There was no significant difference between other groups.
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APPENDIX
Scale of Meeting Management Attitudes and Skills

I.  PART - PERSONAL INFORMATION
1.

1-YourDuty: () Principal () Vice Principal
2- Gender: ( ) Male () Female
3- Education: () College () Bachelor degree () Postgraduate
4- Your service years in the profession:
( ) 15 ( ) 6-10 ( )11-15 () 1620 ( ) 21andabove
5-Your age:
( ) 22-28 ( ) 29-35 ( )36-42 ( ) 4349 () 50andabove
6- Your place of duty: () State School () Private School
1. PART
w
& =
S | B oju
e 5|3 |oul Z
|_ wn
AEARNHE

1. During the meetings decisions are made within frames democratic
principles.

2. Adequate preparation is done for meetings.

3. Meetings are means of approve managers’ decisions and notification.

4. Managers manage the meetings with appropriate administrative skills.

5. The manager of the meeting has appropriate skills to direct the
meeting in accordance with the purposes.

6. The manager of the meeting has appropriate skills to extract the group
dynamic and lead it accordingly.

7. The managers of the meeting have appropriate presentation skills and
effective uses the related material.

8. The manager of the meeting allows distractions from the
predetermined topics and lets the meeting be prolonged.

9. A meeting is organized for the circumstances that can not be solved
otherwise.

10. Participants are given opportunity to state their thoughts.

11. Cooperation is encouraged in order to solve the problems during the
meetings

12. Meetings are directed with a democratic approach.

13. Leaders talk too much during the meetings.
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14.

The managers of the meetings treat everyone fairly during the
discussions.

15.

The meetings reach the predetermined aims.

16.

Two-way flow of information is provided at the meetings.

17.

Assignments are commissioned fairly at the meetings.

18.

Participants are provided an environment that they feel free to express
their dissenting opinions.

19.

The individuals who were not able to attend the meeting are later
informed regarding the content of the meeting and the decisions that
were taken during the meeting.

20.

Distribution of roles is based on interest, willingness and capability.

21.

The manager of the meeting is an example with his/her grooming and
appearance.

22.

The managers convey their messages in the most correct way at the
meetings.

23.

The managers exhibit an upbuilding and tolerant attitude in case of
negative situations and criticism.

24,

The manager of meeting allows jokes when it is appropriate.

25.

The manager of meeting has broad knowledge regarding the theme of
the meeting.

26.

The decisions taken at the meetings are applied.

27.

The meetings are consist of participants that are relevant to the
purpose of the groups.

28.

The meetings are organized because of the obligation imposed by the
regulations.

29.

The manager of meeting pays attention to the protocol rules.

30.

Certain groups are effective during the meetings.

31.

Everyone who has to participate joins the meeting.

32.

All related managers and teachers join the meetings.

33.

Meetings are organized at the right time.

34.

Time is used effectively and efficiently during the meetings.

35.

Meetings are organized in appropriate intervals.

36.

Start time and end time of the meetings are certain.
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37. Starting and ending time of the meetings are complied with..

38. The most part of the meeting is occupied with unnecessary
discussions.

39. Appropriate tea/coffee breaks are provided for long-lasting meetings.

40. In accordance with their purpose, meetings are held in halls big
enough to accommodate all participant groups.

41. The halls where the meetings are held are open to distracting noises
and unexpected interruptions.

42. 1 am informed regarding the agenda before meeting.

43. An attention is paid during the meetings in order not to distract from
the agenda.

44. The time set for the meeting is long enough to cover all agenda topics.

45. Teachers participate the determination of the agenda topics.

46. Report of previous meeting is read during the meetings.

47. Meeting reports are kept appropriately and accurately.

48.
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