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Leading Better Online Meetings

Shirley J. Burks, M.A.
September 16, 2020
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Interacting Today

We will be in this meeting for 90 minutes today

~ ~60 minutes for presentation

— ~30 minutes for Q & A
Please turn on you videos during the meeting
Please mute your microphone unless you are speaking
| encourage you to submit questions via your chat box
atany time.
Viewing options:

— No picture _

_ Speaker view one box [

— Multiple people two boxes S
— Grid of boxes for maximum people to view at a time

depending on the size of your group )
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= Happy to be here!

* Briefintroductions... . Bachelor's degree in business administration
and a master's degree in organizational
management

More than 30 years of experience working in
the nonprofit sector.

Background includes instruction, program
and curriculum development, as well as
overall project implementation and
evaluation.

Training background locally and
internationally including the UWM, Solutions.
Inc. (Cairo, Egypt), The Neighborhood
House of Milw., Girl Scouts of Milw, Goodwill
Industries of SE W1, Employee Solutions
Inc., WIFACETS, YMCA Community
Learning Centers, MBTI College and MPS
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Description

Weetings are an ntegral partof any organization' dilyschedule
According to research, many of us spend almost 65% of our time
meeting. This can often eat up a ot of unnecessary time and the
feelings of productivity. This is particularly true if you're holding an
online meeting and your team members are based in different locations
or you are operating during a pandemic. "

-
Despite the advancements in communication and technology, it's still a
challenge to conduct effective online meetings, because team members
can experience connectivity problems and communication delays.
They can also face problems in holding the discussion in a structured
manner,and multple people cen start peaking a the same time. In
this session we will discuss techniques to address structure,
productivity, engagement and much more
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Objectives

Discuss tips for using technology

Introduce visual tips to come across well as
a presenter

Identify rules and etiquette for online
meetings

Presenting objectives and agendas virtually
Using Ice Breakers to increase engagement
Introduce engagement tools

.
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Ice Breakers

« Who is It?

« On the following slides you will see a series
of silhouettes, once you have identified who
the silhouette is, please type it into the chat.

« You will be given 1 minute on each picture.
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Using this Ice Breaker

« This give the participants a chance to get
familiar with technology

« Give host the chance to troubleshoot any
technology issues

« Gets everyone warmed up and ready to

engage.

5%
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Online Meeting Technology

* What’s out there?
— Professional Platforms
» GoToMeeting bt "
» Teams *
* Zoom a
— Personal Platforms

» Google Hangouts 'm‘ —m
« Skype

* Messenger d 9
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What to Consider
When Choosing a Platform?

+ Web and Video Conferencing Features & Capabilities

~ Audio and video quality
~ Screen sharing
~ Online meetings

= ability to record/save/download recordings)
~ Collaboration
— Security
~ Mobility

" Mobile app/tableiphone lnklet.

Other features include:

+ Slideshow presentatons

+ Meeting scheduling nd recording

+ Live chatiing

+ Audience intractionfeaures

+ File sharing

]
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Which Platform You Choose May
Depend on the Type of Meeting You
are Hosting

Meeting vs Webinar

Features:
Capacity, Video/Audio Sharing, Interaction, etc...
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Types of Meetings

Problem-Solving

Decision-Making

Planning

Status (reporting and new information
presentations)

Feedback or Follow Up (reacting and
evaluating )

Leaderless
Combination
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Poll Question

.

How would you prefer to receive
information?

— Group meeting

— One on one meeting

— Email

—Call

— Text
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How we receiving information can
influence how we engage in meetings.

Discussion
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Let begin with tips...
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Test Your Technology

« Sign on to your meeting at least 15-30 prior
to your meeting start time
— Test audio/video/share screen
— Open any video links in a separate tab
« Check your camera placement
— Center/background/lighting
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Set the Stage for Your Meeting

« Choose professional clothing (at least from
the waist up) £%

« Choose a quiet place
« Choose a well lit location, with lighting
behind your camera, not you.

» Choose a neutral background without
distractions




Slide 22 Sbasl o8 Contiwnimg béwmetion =]

Where am |

looking? -

« Looking into the "
camera is making a -
connection.

« Practice looking at the g
camera while talking. —~— -

« Resist the urge to look
at yourself. n

>
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Rules & Etiquette

« Let participants now what is expected
within the meeting
— Videos on
— Mute when not speaking
— Use chat box for questions
— If there will be breaks
— Assign roles
« Note taker/timer/tech support/etc.
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Meeting Roles

How many of you actual establish
roles within a meeting?
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Meeting Roles

« Assign all meeting roles prior to meeting
« Five reasons to have roles:

. Utilize special skills/passions

. Designated responsibilities (time keeper, note
taker, IT support...)

[N

3. Point person (leader)
4. Build skills (presenting)
5. Increase attendance (people will come if they have
responsibilities)
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Objectives & Agendas

+ Online meetings are still meetings and we want to be as
productive as possible
Designate the “action items” on the agenda (suggest time limit)
~ Indicate on the agenda the names of the people who are going to
introduce or speak to each agenda item.
S'end out an clear/concise agenda ahead of time with action
items
— Send out at least 24 hours before meeting
Seek acknowledgement from participant
Set automated meeting reminders
+ Outlook or Google Calendar
Try to limit the amount you cover in one meeting, you do not
‘want your meeting to run too long.
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Poll Question

How long should the ideal online meeting
last?

— 30 minutes

— 60 minutes

— 90 minutes

— 120 minutes
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Online Engagement Tools

« Chat feature

« Poll questions

« Ice breakers

« Breakout rooms (small group)

« Open discussions (larger group)
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Meetings Do’s and Don’ts

« Confirm purpose of a meeting
— To make decisions
— Share/collect information
Suggested decision making order:
1. Easy decisions
2. Hard, controversial decisions
3. Moderate, non controversial decisions
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Meetings Do’s and Don’ts

 Be prepared:
— The average online meeting should run no
longer than one hour (ideally 45 minutes)
— Planning for it can take up to several days
— Make sure everyone knows how they are

expected to contribute i.e. reporting, updates,
sharing, etc...
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Meetings Do’s and Don’ts

« Set goals:
— Have concrete, realistic and measurable action
goals you want to accomplish
— Confirm next steps
« Examples:
—  Toplan
—  Tomake decisions
—  Toinvolve people in the work
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Meetings Do’s and Don’ts

» Have ongoing communication

— Keep people in touch; emails, newsletters
and/or phone calls
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Follow Up

« Publish meeting minutes

— Begin by publishing your minutes and action
plan within 24 hours

« Respecting and observing deadlines and
follow-up

« Reinforce accountability for assigned tasks

« Debrief the meeting process for continuous
improvement
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Measure the Return on
Time Invested (ROTI) of a meeting?

+ Have the participants rate their personal ROTI
during the meeting using the following scale:

— 4. Superb: | learned something that will save me
significant time.

— 3. Positive: | learned something that will save me
time.

— 2. Balanced: | broke even.
— 1. Negative: My time invested exceeded my return.
— 0, Worthless: The meeting was a waste of my time.
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Poll Question

« My Return on Time Invested (ROTI) for this
meeting is:
4. Superb: | learned something that will save me
significant time.

— 3. Positive: | learned something that will save me
time.

— 2. Balanced: I broke even.
— 1. Negative: My time invested exceeded my return.
— 0. Worthless: The meeting was a waste of my time.
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Poll Question

According to research, of our time is spent
in meetings?

—35%

— 65%

— 85%

—25%
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Pre Session Question

« What is your biggest frustration/challenge
when LEADING virtual meetings?
Managing the technical details
— Keep the audience attention

— Permissions for each platform (host, presenter,
participant)

— Reading body language

— System puts out reminders

— Disconnection/Technical Difficulties
— Keeping staff engaged
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Pre Session Question

What is your biggest frustration/challenge when you are
a PARTICIPANT in virtual meetings?
Staying engaged, on task
Last-minute adjustments and updates.
People who are reporting tend to rumble (ramble ?)
— Bad connections, not hearing people well, bad headset or
laptop speaker
— Lag time on the call, so everyone speaks over each other
— Technical difficulties
— Not having enough interaction
Background noise from attendees
Lack of organization by presenters
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Summary Tips

= Send out your online invitation with instructions to your
participant ahead of the meeting, at least an hour before
the start if not a day before.
Start your online meeting 15-30 minutes before your
participant is due to begin. Test your technology
Do a check on you presentation. Share your screen by
clicking the green share screen button on the bottom of you
menu screen.
Remember to share your audio by checking the box on the
share screen dialog box if you are sharing a video.
— If you are sharing a video, open that video in a separate tab
on your computer so you don’t have to wait on it to open
during your meeting.
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Summary Tips Cont....

+ Take a few minutes to make sure everyone on
the call understands how they should interact
within the meeting.

— Chat/Polls/Break Out Rooms/Mute vs Unmute

« Explain viewing options

— You have several options to view your participant,
in the box with the picture on the top left your
options are no picture _, speaker view one box,
multiple people two boxes or a grid of boxes for
maximum people to view at a time depending on
the size of your group.
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Scavenger Hunt

Take 2 minutes to find the first piece of junk
mail you see within reach
What did you find?
How long have you had this piece?
Why do you still have it? @
Other variations: :
Item from another country
Item from a pet
— Favorite color item
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Resources

+ Bobo, Kim Jckde Ks Organizel Organze fo Socil Change
Mania or Acivsts, 3+ Ection, Seven Locks res. 2001

- Doyl How 1993

+ Heahfield. Susan M., “Effective Mectings Produce Resals: Tips for Mesting Management - Ensure Results
by Your Actions During he Meeing", About com Cude

calcuiator]
+ pstevenmsmith comimeasure-ot!

« hpistevenmsmith comfypes-of-metings/

s
aiiesizaas
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