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Online Meeting Facilitation Tips

Productive Meetings = Engaged Employees = The Work Gets Done
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Covid has highlighted the need to be better online meeting facilitators. Yet there is a gap -
leadership development programs spend little time training on how to master online meeting
facilitation.

Ugh - another online meeting? I hear this from my clients on a regular basis. The reality is that we can
all be better at facilitating online meetings. The truth is that we NEED to be better at facilitating
online meetings.

If you're reading this newsletter, then you know that the pandemic has increased our online meetings.
A recent blog by Otter suggests that "70% of employees experienced a 70% increase in meetings
after work from home was initiated." I know that is true in my universe.

Skilled facilitation has a direct correlation with effective meetings and the productivity after the
meetings. The converse is also true. Ironically, poor meeting facilitation skill results in more
[unproductive] meetings.

https://blog.otter.ai/meeting-statistics/


Tip #1: Never start a meeting with the screen shared.
Help reduce the anxiety by giving people a few minutes at
the beginning of the meeting to visually connect with the
other participants. 

Tip #2: As a host, jump on a few minutes early. 
Say hi to people by name. Tell a story that you re-tell as the
others log in just-in-time for the meeting to start.  Make fun
of yourself.  It's your job as host to break the ice and help
everyone connect. 

Tip #3: If you share content, attach that content to
the meeting invite.
Attaching the content to the meeting invite gives you three
advantages: 1) it's easier to read; 2) increases engagement;
and, 3) gives you the option of not sharing your screenso you
are better positioned to read the nonverbal responses of
participants in the meeting.

Did you know? 

Creating conversation in
online meetings
Increasing attendee
engagement
Improving your skills at
reading "the room"
Providing tips to hold the
attendees accountable 
Improving problem solving 

Kerri offers training and coaching
on how to facilitate better online
meetings, with a focus on:

              

                 Let's talk!

Three tips to improve online meeting facilitation

www.kerriburchill.com                
 kerri.burchill@nscoaching.net    
        347-404-1507

When it comes to
facilitating meetings, a
leader's role is similar to
how an educator
facilitates learning in a
classroom setting. 

You may not know this
about me - my first 
career was in education. Believe me - facilitation was drilled in
our heads (adjacent pics of me as principal serving in the
Caribbean).

Here are some tips from an leader and educator about facilitating
great online meetings: 

Check out this one-minute video for info about
 tip #3

https://youtu.be/v_gVmvL1AhY
https://youtu.be/v_gVmvL1AhY
https://youtu.be/v_gVmvL1AhY

