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ÅMake eye contact from the start.

ÅKnow your audience even before you start.
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ÅShow vulnerability.

ÅMake them laugh (but not squirm).
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ÅPark your ego.

ÅTell a story.
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ÅThe first step in answering a question is to neither agree nor 
disagree, but to understand.

ÅFocus on concerns, not positions.
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ÅFind common ground.

ÅLŦ ȅƻǳ ŘƻƴΩǘ ŀƭƭƻǿ ǇǳǎƘōŀŎƪ ƛƴ ǘƘŜ ǊƻƻƳΣ ƛǘ ƘŀǇǇŜƴǎ ƛƴ ǘƘŜ ƘŀƭƭǿŀȅΦ

Å!ǎǎǳƳŜ ǘƘŜȅ ŘƻƴΩǘ ƪƴƻǿΣ ōǳǘ ǎǇŜŀƪ ŀǎ ƛŦ ǘƘŜȅ Řƻ ƪƴƻǿΦ
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Å/ƭŀǊƛŦȅ ǿƘŀǘ ȅƻǳ ŘƻƴΩǘ ƳŜŀƴΦ

ÅWe listen to the person who makes it easiest to understand.

ÅLess information, more interpretation.
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ÅAnticipate the questions and engage the audience with questions, if 
needed.



ÅA boring title means a boring presentation.
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Good Presentations

Å Energy and passion

Å Eye contact with audience

Å Speaking clearly and loud enough

Å Move around the classroom as you speak

Å Use appropriate anecdotes and humor

Å Wear proper attire

Å Well-structured arguments

Å Legible slides

Å Varied slide types

Å No more than 1 slide per minute

Å Use of technology, i.e. video

Å Finish on time and allow for questions

Å Lack of purpose

Å Poor body posture, no eye contact, and speaking in a monotone 
voice

Å Unnecessary repetition (within presentation or of previous 
speaker)

Å Lack of preparation

Å Too complicated/simple for audience

Å Too many slides

Å Illegible slides

Å Overuse of PowerPoint technical effects

Å Poor use of color in slides

Å Incorrect use of technical equipment

Å Over-running your allotted time

Bad Presentations



Zoom Tips

ÅAsk all attendees to use their own laptops/computers and share their cameras to 
encourage collaboration and discussion.

ÅSchedule a dry run of the virtual platform with co-facilitators.

ÅPut the goalτand ŀƴȅ Ψŀƴǘƛ-goalsΩτof the meeting on a slide at the beginning of the 
discussion.

ÅSet a schedule and stick to it. 

ÅExplain to the group that your role as a facilitator is to advance the conversation to 
adhere to the schedule and goals.

ÅUse the chat box to allow attendees to submit questions or comments without 
interruption.
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Zoom Tips

ÅInclude prompts before and during the meeting that require an answer to encourage 
participation.

ÅEvery 10-15 minutes, include an interactive element to break up the flow and re-
engage attendees.

ÅUse time breaks strategically.
ÅInclude more breaks than you would for an in-person session.

ÅIŀǾŜ ŀ ǾƛǊǘǳŀƭ ΨǇŀǊƪƛƴƎ ƭƻǘΩ ǘƻ ƘŜƭǇ ŀǾƻƛŘ ƻŦŦ-topic tangents.

ÅIf you would like to engage the group in contributing ideas or solutions to a topic for 
discussion, consider a virtual brainstorming exercise.

ÅAlways leave 5-10 minutes for closing and next steps.
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Look Directly at the Camera
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LǘΩǎ {ƘƻǿǘƛƳŜΣ ¸ƻǳΩǊŜ ǘƘŜ {ǘŀǊΗ
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Appropriate Lighting
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Backgrounds
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{ƳƛƭŜΣ ¸ƻǳΩǊŜ ƻƴ /ŀƴŘƛŘ /ŀƳŜǊŀ!
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Beware of Pets or Intruders
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Dress Code
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Pointing is Rude!
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Organize Thoughts and Ideas
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Restart Before Each Session
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