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1
Scheduling

D
oodle

The W
orld C

lock

tim
eanddate.com

2
Platform

Zoom

B
lueJeans

W
ebEx

G
oToM

eeting

G
oogle H

angouts

M
icrosoft Team

s

Skype

3
Setup

Take control of the presentation 
and m

ute others 

Look directly into the cam
era w

hen
you’re talking, N

O
T at the screen

M
ute your m

icrophone
unless you’re speaking

D
ress as you w

ould for
a regular m

eeting

B
e aw

are of your background. B
efore you go

“on cam
era,” m

ake sure w
hat’s behind you

on screen is appropriate

Show
 respect 

and don’t look bored or m
ultitask

w
hen you are not talking

4
Engaging w

ith your audience

U
sing m

ultiple m
odes

of com
m

unication

G
roup M

ind M
apping

LucidC
hart

M
indM

eister

D
igital W

hiteboards
M

icrosoft W
hiteboard

M
iro

polling and Q
&

A
Poll Everyw

here

Slido

Enforce interaction by asking
questions every few

 m
inutes

Tell anecdotes to m
ake the

presentation m
ore engaging

Sim
ulate physical connection. U

se
props to m

ake believe you are seeing
your audience before you

C
onvey your passion. D

raw
 on the excitem

ent you
feel for the ideas you’re com

m
unicating. Let that

energy com
e through in your voice. 

Sm
ile. The tone of your

voice changes w
hen you sm

ile

5
The content of your

presentation

Vary your visuals to rescue yourself from
the trap of creating verboseProvide

m
ultiple

evidences

D
ata Point

Testim
onial

Evidences

C
reate tension. Periodically acknow

ledge your
audience’s “w

hat is”—
the problem

 they’re struggling
w

ith—
and then describe “w

hat could be” if they adopt
the ideas you’re proposing.

6
U

se your voice
w

ith pow
er

Enthusiasm
 in your voice is the key

to a m
ore engaged audience

Vary your volum
e and speaking rate to

help keep your audience’s attention and
m

otivate them
 to listen

K
eep your energy level up. It m

ay
feel a little exaggerated at first, but

you'll get used to it.

Pause for em
phasis. N

othing's w
orse than a presentation

w
here the speaker runslide to slide, w

ithout pause.

7
The flow

M
aster the schedule 

Topic 1 Introduction Topic 2 …
and stick to the tim

e lim
it set

Q
uestions C

all to action

K
eep the flow

 by taking other
discussions to other m

odes like
em

ails, one-to-one calls, etc

8
End of presentation

Follow
 up w

ith
m

inutes of m
eetings

Presentation highlights

 A
nsw

ers to questions

D
ecision taken

Send the m
inutes and

follow
 up as necessary!


