
8 TIPS FOR EFFECTIVE REMOTE MEETINGS

Face-to-Face
You wouldn't talk through a door at
work. So, don't do that online. It's next
to impossible to hold a truly effective
meeting when only some people are
on video. So much is said in the unsaid.

Boost Your WiFi or Plug It In
If you can, plug it in. If you're on WiFi,
Google 'speed test' and be sure you're
good to go. You may need to boost your
speed or add some extenders. The
result... more productive meetings.

Limit Background Noise
Find a quiet place... away from the dogs
and kids. Unless you must, don't mute
your mic. Every time someone has to
remind you to unmute, it distracts
from the focus of the meeting.

Computers Are Better
Meeting from your phone is not nearly as
good. Find a place where you can sit up and
focus, so everyone else can too. We'd rather
see your smiling face than your forehead.
Lastly, dress to match your company's style.

Adjust Your Surroundings
Have some source of light on your face - not
behind you. It makes a big difference when
your team can see you vs. your shadow.
Check your 'scene' for anything you don't
want visible (i.e. laundry, unmade bed, etc...).

Mic Check 1... 2...
Most computer mics aren't that great.
Consider buying a desktop mic. It makes a
big difference on the other end. You may not
sound like Elton John or Shakira, but your
team will hear you loud and clear.

Use Gallery Mode
Just as you would in person, be sure you
can see everyone in one view while
meeting — most conferencing platforms
have a Gallery Mode option. Probably not
on your cell, which takes us to the next tip.

Don't Just Disappear
Yes, you're quite the magician... But, let's
save those David Copperfield skills for the
company party. Break together and come
back on time. Having everyone wait on
you is not respectful of your team.
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