
10 Ways to Video Conference Like a Pro
“Before anything else, preparation is the key to success.”
—Alexander Graham Bell, inventor of the telephone
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1. Select the right platform.
Depending on what type of Agent you are, you may have just one or dozens of platforms to choose 
from for your video conference. Opt for a secure platform with end-to-end encryption so that other 
devices or people cannot hack into the meeting or participants’ data. Setting up a secure password 
for the meeting could also help as could turning off or relocating any personal assistant devices like 
an Alexa or Google Home as well as cell phones, tablets and computers to avoid any unintentional 
access to voice, video or data.

2. Be transparent.
Technology can be tricky. One minute the modem is cranking and the next it’s caput. Technical 
difficulties will be a given. It’s important to communicate to meeting participants that you’ll work 
through issues as they arise together.

PRO TIPS:
• Career Agents may only use WebEx for video conferencing

• Facebook Live or other live streaming services may not be used

PRO TIP:
• Have a sense of humor and playfulness about issues when they arise. Tech glitches happen. It’s your choice 
    how you decide to react to them.

3. Ask participants to prepare in advance.
Ask them to download any software or apps in advance if required so they are ready to go on the 
meeting day.

PRO TIPS:
• Send them the client-facing video conference checklist from the Marketing Resource Center. 

• WebEx does not require participants to install software or plugins or download anything prior to using.

Plan to Succeed
Flukes happen all the time, but when it comes to virtual meetings, 
leaving things up to chance could cause more headaches—for you and 
your clients or prospects. Use these tips to help you prepare and plan 
for a successful video conference whether you’re meeting with one 
person or a hundred.



4. Practice.

5. Use a strong signal.

6. Choose a well-lit, aesthetically pleasing location.

Practice makes perfect, or at least better. When you and your clients have had a chance to 
familiarize yourselves with the platform ahead of the meeting, you’ll all be more comfortable and 
the likelihood of technical issues may decrease. Practice also goes for your presentation. Ask a 
friend or family member to be your tester so you can use different functionality like screen sharing 
in real time and work through any kinks before rather than during a meeting.

If using WiFi, close any other apps, tabs and streaming services. Ask participants to do the same.

Make sure you select a location that lights your face from the front rather than behind. If you 
sit in front of a bright window, for example, you’ll be a silhouette on screen and viewers will not 
be able to see your facial expressions. You’ll also want to choose a spot that is easy on the eyes 
without being too distracting. In front of bookshelves or a blank wall could work.

PRO TIPS:
• If your chosen platform has any tips, tutorials or FAQs, read them yourself and send links to participants so 
    they can teach themselves how to use the platform. 

• Here are training links you can use yourself or send to clients for WebEx, Zoom, GoToMeeting and Skype.

• Create an agenda and send it along with any other required materials to participants in advance.

• Learn how to screen share on WebEx, Zoom, GoToMeeting or Skype.

• If you’re screen sharing, close all other tabs, programs and documents except for the meeting platform and 
   the document(s) you intend to share. 

• If you intend on sharing multiple documents, practice transitioning from one document to the next.

• Turn off any desktop notifications before screen sharing.

• Don’t forget to stop screen sharing when you are done using it.

PRO TIP:
• Connect via an ethernet cable to have the strongest signal.

PRO TIPS:
• Ask participants to sit where they are front-lit so you can see their facial expressions during the meeting. 
   Being able to see participants’ faces will give you non-verbal cues that can help you adjust your delivery or 
   explanations if needed.

• Use a simple background filter if you don’t have a good spot to give your presentation.

For Agent Use Only. Not for Distribution.

https://help.webex.com/en-us/
https://support.zoom.us/hc/en-us/articles/206618765-Zoom-video-tutorials
https://www.gotomeeting.com/get-started
https://support.skype.com/en/skype/all/
https://help.webex.com/en-us/i62jfl/Share-Your-Screen-or-Application-in-a-Cisco-Webex-Teams-Meeting
https://support.zoom.us/hc/en-us/articles/201362153-Sharing-your-screen
https://www.gotomeeting.com/meeting/resources/how-to-screen-share-a-step-by-step-guide
https://www.skype.com/en/features/screen-sharing/


8. Put your video camera at eye level.

9. Speak slowly and clearly.

10. Ask participants to engage.

Most computers and laptops come with built-in video cameras. If you don’t have that, you can 
easily get a web camera online at most office supply stores. You may need to raise your camera or 
computer up to eye level by stacking books or sturdy boxes underneath. Doing this will help frame 
you in the shot so that participants see your whole face with less background distraction.

Annunciating syllables and slowing your speaking cadence will help participants understand you.
You’ll want to pause more frequently and check in with participants to make sure they are following 
what you’re saying. 

When you engage your participants, they are more likely to keep paying attention because their 
presence and involvement is needed. It changes the presentation from a monologue into a 
dialogue. Engagement switches the dynamic from talking at participants to talking with them.

PRO TIP:
• Look directly into the camera. It may feel weird but it simulates eye contact in a face-to-face interaction.

PRO TIPS:
• If you feel yourself rushing or getting anxious try pausing for a few deep breaths to get back on track.
• Confirm periodically that participants can still hear you and see you or your screen share.

PRO TIPS:
• Have participants use the chat function if available in the platform or make a signal like a wave if they want 
    to ask a question or make a comment. Some platforms have a hand raising function or allow participants to 
    directly message the speaker.
• Call on participants directly to speak.

Looking for more ways to leverage video conferencing in your sales process?
Check out this article. 

7. Put away distractions.
Turn off the TV, radio and any other distractions so that you can stay focused. Have participants do 
the same. If you’re giving a group presentation, mute the audience upon entry in case some people 
don’t know how to mute themselves or forget to do it. 

PRO TIP:
• Real-life distractions like pets or family members may occur. As with technical issues, keep your sense of 
   humor about it. Most of us have become more forgiving of such bloopers.
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https://ignitewithhumana.com/ed/articles/digital-marketing/five-strategies-to-use-on-your-next-phone-or-video-call/

