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DISCLAIMER
Content © Michaela Betchley. The information provided, and views and opinions expressed in this e-book are for general information purposes only. Whilst the 
author has made every attempt to present accurate information, there are no representations or warranties, expressed or implied, about the completeness, 
accuracy, suitability or reliability, of the information, products, and services contained in this e-book for any purpose. The information is to be used at your 
own risk. The methods described in this e-book represent the author’s personal experiences. They are not intended to be a definitive set of instructions. You 
may be aware of or discover other methods, products, and services delivering the same results. Those results may differ.

The pandemic that is corona has brought about many changes around the globe. One of the biggest 
with major impact is the worldwide shift to virtual meetings. We’re seeing this across almost all industries 
and for almost all meetings – from the regular staff meetings, to sales and major announcements.  

With the switch to online come even bigger challenges to create positive first and sustained impressions. 
This is, for many, an entirely new form of interaction. And whilst this shift online might feel somewhat 
temporary for some, virtual interactions will likely remain the dominant method of communication for 
meetings.

In a virtual meeting, you cannot rely on the familiar in person behavioural and communicative 
interactions to support your first impression and impact – engaging eye contact, a strong handshake, 
interactive commentary, and rapport building social cues. You have the confines of a monitor within 
which to make your mark. 

Although there are some similarities between how you present in person and virtually, appearing on 
camera often creates heightened anxiety, and so it’s critical to be well prepared if you are to remain 
professional and credible. Your mindset, content and delivery require a different perspective. In addition, 
you now have to consider your space, lighting, sound, and technology in order to be memorable, for 
the right reasons.

Here are some practical tips to help shift your mindset towards how you’re showing up virtually in meetings, 
which can be applied right now. Navigate the new normal with confidence and competence, and set 
yourself apart in this predominantly virtual world.

Nice to see you?
The Virtual Challenge: Shift Your Mindset 
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Distractions 
This is a given in the virtual world. Distractions will occur, both at your end, and also your attendees. 
Both detract from your impact and content so minimise them as much as possible. 

• Do your best to create an office set-up. A space with a view of what you love and what 
energises you is ideal. 

• Clean up your space! Mess is hugely distracting, at best. A blank space with a plant, flowers, or a 
tidy bookcase is ideal.

• Let others know what you’re doing and ask not to be disturbed. If you’re sharing an office space, 
negotiate for the space, peace and quiet well in advance.

• Keep pets, children, spouses, family and colleagues out of the room. 
• Close doors and windows, and switch off washing machines, air conditioners and other home 

appliances, and mute your doorbell if possible.
• Review your desktop. If you’re asked to share your screen, it will become visible. 
• Close all competing software programs on your computer or device – this will also maximise 

network bandwidth.
• Eliminate notifications from appearing on your screen, such as emails, calendar reminders and 

messages. That way you remove the temptation to multitask, which sends a message that you’re 
not paying attention, and may find you unprepared to answer questions.

• Ensure your have a strong WiFi connection. Delays and freezing is incredibly disengaging for your 
audience. 

• Turn off your phone and any other devices in your home, such as Smart Watches, Amazon 
Alexas, or Apple HomePods.

• Ensure you are connected to a power cable – virtual conferencing software drains battery 
power very quickly.

BEFORE THE MEETING 
Preparation is key.1
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Audience Interaction   
How you interact with your audience will determine the extent you and they are engaged and focussed. 

• If you’re running a webinar consider a practice run with a trusted friend, family member, or 
colleague, in advance. This provides an opportunity to act on any valuable feedback and make 
necessary changes. 

• Distribute and/or read any relevant documents (e.g. the agenda) and complete any necessary 
preparation in advance of the meeting to ensure your full attention once the meeting begins. 

• If you are the host or main presenter, consider icebreakers or short introductions at the start of the 
meeting. This is a fun way to kick off, and a check in with participants serves to support wellbeing and 
connection.

• Communicate or familiarise yourself with guidelines for interaction and participation. This may 
include, for example, turning off your camera and microphone, and the use of a ‘chat’ box for 
comments.

• Place yourself on mute and wait to be invited by the host before interacting.
• Know how to mute yourself and turn-off the camera quickly and quietly in case of any unexpected 

interruptions or urgent side conversations (children will be children, and we love them for it!).
• Familiarise yourself with the software tools such as the chat box, share screen, and break out rooms, 

so you’re not navigating them for the first time whilst the meeting is in progress.
• Late participant dial-ins are distracting and disruptive and have a similar impact to being late for or 

interrupting a face-to-face meeting.

Your Appearance  
As tempting as it might be, unless you have been specifically advised to do so, this is not the time to 
dress down. Within the confines of a space the size of a monitor, you will be observed much closer than 
in person.

• Dress as you would if meeting in person. If you wouldn’t wear it to a face-to-face meeting with a 
client or colleague, you probably shouldn’t wear it in a virtual meeting. The same applies for hair, 
makeup and other personal grooming habits.

• Dress from face to feet – face to waist is not enough. On a practical level, you may be required to 
stand for some reason. On a psychological level, your usual routine will help to normalise the process 
of going to work at home and lift your confidence.

• Avoid patterns, as they appear to vibrate on camera, creating what is called the moiré effect. 
• Bright colours, including high contrasts (e.g. red and white) will be intensified by light and appear 

neon.
• Ensure your camera is a similar distance to how you would appear in person. Too close will magnify 

you. Too distant will lose you. 
• If your computer camera is not effective at presenting you clearly, consider purchasing a webcam. 

(At the time of writing, there is a significant delay on all orders. But it’s worth getting in the long 
queue.)
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• Ensure your face and shoulders are in frame and your camera is at just above eye level. This way, 
your audience is looking at you straight on, rather than from below where your nostrils will take 
centre stage, or from above where your forehead is the focus. A pile of books is all you need to 
raise your monitor.

• To relax your face, and release tension from nerves or stress, try some facial warm up exercises. 
Raspberry blowing is my personal favourite!

Lighting    
Lighting is critical for impact. Most people opt for natural lighting, but this can be the least flattering        
on camera.

• Avoid the sun behind you – the camera will focus on it and drown you out, leaving just your 
silhouette visible.

• Have the light source in front of you, ideally at or just above eye level. Overhead lighting can cast 
unflattering shadows on your face.

• For best effect, ensure the light source is stronger then the light from your monitor.
• Consider purchasing semi-professional light such as ring light, screen bar light, or cube light (cube is 

my personal favourite but, again, as of writing, there are significant delays on all orders).

Sound   
Sound is also critical. If you cannot be heard effectively, audience attention will be lost and you               
may as well not be there at all.

• Test your built-in microphone by visiting ‘sound settings’ in advance. If your microphone picks up 
too much sound it will echo for your audience.

• Control or turn-off any background noise as it will vibrate and interrupt your voice. If you’re not on 
mute, noise will feature you on-screen even when you’re not speaking.

• Avoid excessive jewellery, as it will interfere with the sound when you move.
• Consider purchasing a professional wireless or plug-in microphone to enhance sound quality (same 

applies for delays on orders, I’m afraid, but still worth the queue).
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Audience Connection  
It can seem far less personal and harder to connect virtually. But audience connection is even more 
important when we’re unable to connect in person. 

• Look directly into the camera. If your eyes wander to others, your own image, or around the 
room, you will very quickly lose connection with your audience and give the impression of 
disinterest. This is particularly important when you’re speaking.

• Try covering your face on your monitor with a Post-it note. I have, and it works!
• Relax your face and maintain facial warmth. Imagine participants are in the room with you, and 

convey congruence between what your words say and what your face says. 
• If you have a naturally soft voice, increase the strength and volume in your tone. This will convey 

energy, credibility and confidence, and helps to slow down your speech if you’re a fast talker.
• If you’re the meeting host, keep track of time, or delegate this to someone who can. This ensures 

you don’t run over allocated time and participants stay with you to the end, which is especially 
important for webinars.

Audience Interaction  
When participating in virtual meetings, it’s easy to feel as though you’re the only one present and 
therefore monopolise time. How you interact requires more discipline and conscious thought.

• Take the time to pause between comments and/or subjects. This allows for delays in transmission, 
and avoids participants from feeling as though they are receiving a quick fire download.

• Be mindful of how long you’re speaking for. It’s likely that others will need and want their turn. 
Unless you’re presenting a webinar, communication expert and High stakes communication 
coach, Janie Jordan, suggests the 30X30X3 rule - no more than 30 words, 30 seconds and 3 
sentences.

During THE MEETING 
Your time to shine!  2
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• Keep your input clear and succinct. If you’ve produced or received an agenda in advance, 
prepare your key points and relevant questions, being mindful to support rather than repeat 
what others have already said. 

• Address participants individually and by name where possible. Rather than using collective 
phrases such as “can everyone hear me”, ask “can you hear me?”. This feels more personal and 
less as though you’re talking to the masses.

• If you’re the meeting host, or presenting a webinar, ask questions regularly and use the ‘chat’ 
box or polls to encourage participation. Rhetorical questions are also effective in encouraging 
participation, albeit silently.

• Virtual interaction requires greater focus and can be tiring. For meetings of 45 minutes and over, 
consider taking short breaks so that everyone has the opportunity to refresh and refocus.

Body Language  
What you say and how you say it will have a significant impact on your ability to connect with your 
audience and be heard. Remember, body language speaks louder than words.

• If you’re presenting a webinar, consider standing. Standing helps to keep the airways open and 
ensure clarity of speech. Sitting can result in uneven breath.

• Good posture portrays confidence and strong engagement. Keep a straight posture with 
shoulders back.

• Be mindful of your facial expressions. When you’re alone, it’s too easy to forget that you’re still 
being watched, and every micro expression is accentuated on camera.

• If you’re an animated speaker, be mindful of your hands. Be yourself, absolutely, but wildly 
gesticulating, or frequently playing with your hair and face, will be distracting for your audience. 

• Refrain from eating and if drinking, avoid water bottles, as they appear magnified when raised 
close to the camera.
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Exiting   
In media training, spokespeople are taught to act as if the camera is always on and to prepare and 
plan as if it is. The same applies to us all in virtual meetings.

• Remember to exit the meeting promptly by using the Leave Meeting menu. If applicable, stop 
the recording.

• Stay seated as you exit. Standing up and launching forwards towards the camera can, quite 
literally, offer an eyeful to your audience… 

Follow-Up 
Staying connected to participants after the virtual meeting is a great way to summarise and close 
meetings, and continue support and collaboration.

• If you’re the host or webinar presenter, and it’s applicable, distribute the recording link to 
participants, including minutes and any other relevant documents. 

• Consider devising and sharing a feedback mechanism with participants for capturing future 
improvements.

Evaluation 
You have a wonderful opportunity to critique how you’re showing up in virtual meetings and take 
action to improve your virtual impact.

• Play back the recording in mute and evaluate your appearance and body language.
• Play back the recording in sound only and evaluate your communication.
• Take action to improve your virtual impact.
• If it’s appropriate (and only if), take the opportunity to offer feedback to other participants.

After THE MEETING 
Leave on a high note.3
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Wellbeing    
Virtual interaction requires a higher level of concentration and can significantly increase feelings of 
fatigue, whilst also having an impact on your eyes and posture. 

• Try breathing exercises to calm nerves, get centred, and feel in control. This is also a great 
exercise to try prior to meetings.

• Strengthen and maintain good posture with online yoga or daily stretching exercises.
• To stay resourceful and energised, take regular breaks away from your desk and computer, in 

nature where possible.
• Check- in with your colleagues after the meeting by phone or FaceTime. How’re they doing?...
• The more you practice, the more comfortable you’ll become.

You may have been participating in virtual meetings for a very long time, or just started in recent 
months. Either way, by reading this e-book, you’ve demonstrated a commitment to shifting your 
mindset and learning new and more effective ways to create positive and sustained first impressions, 
and interact with your team, colleagues, customers, and clients online. 

This shift won’t happen overnight. It takes practice. Be kind to yourself. Be kind to your meeting or 
webinar host. We’re all learning and growing in unexpected ways. And I’m right in that boat with 
you.

Please do reach out to me if you wish to discuss anything specific either within this e-book or unique 
to your business. I’m here to support you.

All the very best!

Michaela Betchley
 
(+61) 434 603 397
michaela@michaelabetchley.com
michaelabetchley.com
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Before the meeting
prepare content
practice run with others
schedule short breaks 
prepare ice breakers
distribute relevant documents
prepare contribution
familiarise with guidelines for interaction/
participation 
set-up office  
clean-up desk 
clean-up office/background
inform others 
turn off phone 
turn off smart watches, Amazon Alexas, 
Apple Homepods.
switch off home appliances 
mute doorbell 
close doors and windows 
review desktop 
test Wi-Fi connection
close competing software
eliminate notifications
connect to power cable 
dress appropriately (including accessories)
check hair, makeup, grooming 
check camera distance 
check camera position 
check body position 
check light source
test microphone 
practice face exercises
get water/coffee/tea 
dial-in early
make sure mute button is ‘on’
make sure video is ‘off’ (if appropriate)

After the meeting
exit the meeting, seated
stop the recording (if applicable)
distribute the recording link 
distribute relevant documents 
invite feedback for improvements
self-evaluation of appearance
self-evaluation of body language
self-evaluation of communication
take action to improve virtual impact
provide feedback to others (if appropriate)
take a break
practice breathing exercises
check-in with my colleagues

Learning
What went well?

What surprised me/us?

What could I/we improve?

YOUR INTERACTIVE 
Virtual meeting Checklist
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