
Entry Question  

What has been your 
go-to COVID pandemic 

escape . . . snack, 
drink, TV show, 

activity?  

Be specific!

Please respond in the 
chat pod and review 
and comment on the 
responses of others.
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What Makes Meetings so Bad?

Meeting Tips & Tricks

Keeping Virtual Meetings Dynamic

Designing More Effective Meetings
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Need help? Ask for it!



How’s everyone adapting to this brave new virtual world?

This virtual stuff is 
great!  We may never 

go back!

Ugh!  I’m Zoomed out!
Help!  

We‘re still trying to 
adapt to the 
technology!  



Meg Kinghorn
Meg Kinghorn International

Facilitator & Program Designer

Organizational / Network Development 
NGO Capacity Strengthening

Meg@Kinghorn.org
www.MegKinghorn.org

Jeff Feldman
Eagle’s View Enterprises

Trainer, Facilitator, & Coach

Teaming, Leadership Development, 
& Organizational Process

EaglesViewEnterprises@gmail.com
304-274-0509

http://Kinghorn.org
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Ensure a Successful Meeting! 
For ANY meeting … 

• Create clear & realistic objectives / agenda

• Say on time!

• Consider expert facilitation for key 
meetings

• Set ground rules that encourage 
participation and avoid conflict 

• Avoid distractions or interruptions; go off 
site for longer meetings

• Use slides to highlight points; don't read!

• Follow-up to recap highlights, conclusions 
or decisions reached

For a VIRTUAL meeting … 

• Keep virtual meetings 90-120 min max 
• For longer meeting, break objectives into 

separate sessions
• Go over technology norms (e.g., stay 

muted or not, use the chat, etc.)
• Screen share vital information, reports 

and key metrics
• Use whiteboards to capture discussion
• Keep virtual meetings dynamic and 

participatory
• When possible, send a recording



Virtual Meeting Tech
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Virtual Meeting Tech

https://www.mural.co/ebook

https://www.mural.co/ebook
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Let’s Change This Meeting!
Your Task!

You have been organizing a 1-day planning meeting for 
your organization’s anniversary celebration. Attendees 
are staff and partners.  
The agenda includes: 1) time for people to get to know 
each other, 2) presentation of the celebration’s vision, 
then 3) planning the program and forming committees to 
carry out the work.  
You now must adapt the design to conduct it virtually. 
How would you structure it and what virtual techniques 
might you use?  

You will have up to 15 minutes to work with others in breakout rooms.  When your 
groups has come up with 5 solutions to change the meeting structure and ways of 
conducting the agenda, return the main room.  



Let’s Change This Meeting!



New Normal

Now Normal



What?      So What?      Now What?







THANKS FOR 

JOINING US!


