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Video Conferencing Success 
 
 

Video conferencing is not difficult, but the change of venue may 
require applying yourself in a new way. 
 
Success may begin with how to use video conferencing equipment, but 
it doesn’t end there.   

 
The path unfolds in three stages: 
 

 Competence:  master your video conferencing environment 

 Confidence:  develop your video conferencing skill 

 Collaboration:  grow your video conferencing leadership 
 
 

Competence:  Master 
 
The average use of computer-based video conferencing is not a 
“production.”   
 
Pay particular attention to making the entire visual experience 
something that draws viewers in. 
 
Attendees appreciate attention to the overall experience leaders 
deliver. 
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   Eliminate distractions 
 

To optimize your communication impact you want video conferencing 
participants to stay focused on you and your content. 
 

 High definition video conferencing creates an excellent visual 
experience. 

 Situate yourself so your background is stationary 
 Use a VoIP or telephone headset.   
 Speakerphones and computer microphones are “area” and pick up 

background noises. 
 Attire:  Wear solids, darker, earthy and neutral colors. 
 AVOID busy patterns, plaid, stripes, white, light colors, things that 

dangle, sparkle and flash. 
 Avoid harsh lighting that creates undue contrast. Ex shadows  
 Proper positioning of your computer and camera is foundational to 

creating a pleasing experience as you glance back and forth 
between camera and content. 

 Integrate other tools of engagement 
 

Confidence:  Develop 
 

Think through what you would normally do in an in-person meeting. 
Identify the features that enable the same productivity in the virtual 
environment, learn your tools like a dashboard and consider chat as an 
alternative discussion board. 
 

 To guide others, you must be able to confidently understand 
what they are experiencing. 
 

 Conduct a quick practice session with a friend or peer 
 Know what attendees are seeing 
 Learn how to guide attendees to better interact 
 Adjust your body langue for the camera’s eye, the closer you are to the 

camera, the larger your facial and physical gestures will appear. 
 Make deliberate, smooth movements. 
 Make eye contact definitively – throughout the meeting keep eyes within 

camera range. 
 Eliminate behavioral distractions 
 Identify potentially distracting behavior (flipping/fixing hair, clicking or 

tapping pen etc.) 
 Develop your soft skills 
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Collaboration:  Grow 
 
For those who have not adopted video conferencing into regular 
practice, collaborative leadership can change that.   
 
Video conferencing is seen as an enhancement to the existing ways we 
communicate.  Face to Face meetings and telephone calls/conferencing are not 
obsolete. 
 
Leadership is, in part, willingness to help others navigate change.  Organizations 
would and could benefit if those with video conference experience would teach 
and mentor others. 
 
 Provide instructions in your meeting invitation for how to have a 

successful meeting. 
 Verbal remind attendees before and during the meeting of what to do. 
 Know your content and make eye contact with the camera 
 Plan short interactive sessions 
 Design visual engaging slides or desktop content 
 Extend virtual body language by using annotations to direct attention 
 Ensure on camera actions are clearly visible 

 
 
 

 Be aware of Mixed Audiences  
 
Studies have found the most difficult meeting scenario to manage are when 
attendees are virtual and some are in physical room settings. 
 
 Be aware of how attendee or group will see, hear and interact 
 Plan in advance how you can include all attendees 
 Plan how you will see and hear all attendees 

 
Incorporating the use of blended meetings in today’s ever changing business 
world, when we are constantly challenged to reduce the expense of travel can be 
a benefit to some organizations.  The capability to conduct blended meetings 
(face to face, telephone & video conference) in your organization gives you the 
ability to be productive at your discretion, without the bounds of location. 
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Video Conferencing Checklist 
 

 

 Ask yourself if this meeting venue is the 
correct choice for the meeting 

 Know how to use the equipment  
 Eliminate distractions from video 

conferencing environment 

 Balance the lighting of your environment 

 Position  yourself back from the camera but 
within reach of keyboard 

 Incorporate other tools of engagement 

 Know what attendees are seeing 

 Adjust your body language for the camera’s 
eye 

 Make eye contact definitively 

 Eliminate behavioral distractions 

 Be the example of guiding the experience 

 Don’t forget virtual presentation and 
facilitation skills 

 Be aware of  mixed audiences 
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