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What exactly is a "webinar?"

WEBINAR
Information 

Sharing/Teaching 
or Training

WEB MEETING
Discussion, 

Decision-Making

WEBCAST
Speech/Presentation
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False Assumption: What’s the big deal?

- = WEBINAR



Look at the Data: Most presenters aren’t very good



�The average grade 
public interest 
professionals gave 
to the presentations 
they attended 
was….�

C-

Look at the Data: Most presenters aren’t very good



1,218 RESPONDENTS

Look at the Data: Webinar leaders haven’t been trained



How many have 
zero training in 

how to use 
effectively?

72%

WEBINAR

1,218 RESPONDENTS

Look at the Data: Webinar leaders haven’t been trained
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Look at Your Participants: This is where they live



Look at Your Participants: This is where they live



TELECONFERENCE

VIDEOCONFERENCE

WEBINAR

The First Problem to Solve: Participation
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How Can We Do Better?

• Research identified clear 
problems and trends

•   Between 2009-2020 we 
have logged hundreds of 
hours conducting 
webinars

•   Identified 5 guidelines for 
more engaging and 
effective webinars



Five Guidelines for Better Webinars

• Set expectations
• Keep it personal
• Keep them busy
• Use your assets
• Keep it moving
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Set Expectations  Be explicit on how to use your platform



Set Expectations  Avoid groups in conference rooms



Set Expectations  Avoid groups in conference rooms, unless…

We'd like you to 
work on this as a 

team….



1 person
1 Internet 

connection

Set Expectations  Encourage one-to-one connections

1 audio 
connection

1 headset



All audio connections are currently unmuted. 

If you are receiving audio through your computer
and would like to mute your connection, press the 
mute button at the bottom of your screen. To 
unmute, press the unmute button. 

If you’ve joined via phone and would like to mute 
your connection, press the star key (*) and then 6. 
To unmute your phone, just press *6 again.

*6

Set Expectations  For smaller groups: leave lines un-muted!



Set Expectations  For smaller groups: leave lines un-muted!

Unmuted 
audio is the 
closest thing 
you have to 
eye contact.

Scroll of Truth



For larger groups (25 or more), 
it may be impractical to leave 
the audio unmuted, so instruct 
participants how to mute and 
unmute their connections.

Set Expectations  For larger groups: different rules…



Set Expectations  Prepare participants to interact



Set Expectations  Display an agenda



Set Expectations  Display an agenda (that tracks progress)



Set Expectations  Summary and Comments

Give explicit instructions

Avoid groups in conference rooms

Leave lines unmuted (for smaller 
groups)

Prepare them to interact (e.g., 
polling early)

Display an agenda

Other techniques?

Please use the chat 
box if you have a 

comment or question.



• Set expectations
• Keep it personal
• Keep them busy
• Use your assets
• Keep it moving

Five Guidelines for Better Webinars



Bob Callahan
Callahan and Associates

Keep It Personal   If you have video for participants…

ü ON for intro’s
ü OFF during 

presentation
ü ON for Q&A or 

comments



Keep It Personal   If not, create slides for participants



Keep It Personal   Create slides for speakers



Keep It Personal   Create slides for speakers



Keep It Personal   Create slides for speakers



Keep It Personal   Create slides for speakers



Keep It Personal   Create slides for speakers



Keep It Personal   Create slides for speakers



Keep It Personal   Be prepared to show who's speaking

Post a list of speakers 
and participants with 
their respective slide 
numbers so you can 
toggle to their slide as 
they speak.



Keep It Personal   Be prepared to show who's speaking



Type numbers (2, 3), press ENTER: slide 23

Keep It Personal   Be prepared to show who's speaking



Good morning 
everybody! Glad 
you could all join 

us today…
Good morning! 

Glad you could join 
us today…

Keep It Personal   Watch your language

What's the difference?



�Everybody? 
You all?” 

Keep It Personal   Speak to individuals, not groups



Keep It Personal   Summary and Comments

Create student slides
Create speaker slides
Talk to the individual
Limit class/meeting 
size



Keep It Personal   Summary and Comments

Create student slides
Create speaker slides
Talk to the individual
Limit class/meeting 
size
Other techniques?

Please use the chat 
box if you have a 

comment or question.



• Set expectations
• Keep it personal
• Keep them busy
• Use your assets
• Keep it moving

Five Guidelines for Better Webinars



having 
breakfast

fielding a 
call

Dealing with 
noisy “co-
workers”

checking 
Facebook

20% 20%

Keep Them Busy   Remember to whom you’re talking…



Keep Them Busy   First few minutes are critical



Keep Them Busy   First few minutes are critical



Keep Them Busy   First few minutes are critical



Keep Them Busy   Look for ways to ask questions
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Keep Them Busy   Look for ways to ask questions



Keep Them Busy   Look for ways to ask questions



Keep Them Busy   Look for ways to ask questions



Keep Them Busy   Use polling (if technology allows)



Keep Them Busy   Use polling (if technology allows)



Keep Them Busy   Assign pre-work



Keep Them Busy   Stop and take questions frequently

And use slides like this to send 
a visual signal for Q&A as well 
as to remind participants to 
raise their hands, unmute 
phones, etc.



Keep Them Busy   Stop and take questions frequently



Assign one person to monitor 
questions in the chat box 
while you lead the webinar.

Keep Them Busy   Stop and take questions frequently



Keep Them Busy   Use Q&A time to ask questions, too…



Keep Them Busy   Summary and Comments

Give them something to do right 
from the start

Call on people (and use their 
�student slides�)

Ask questions instead of just 
providing information

Take questions frequently (and 
plant a few!)



Give them something to do right 
from the start

Call on people (and use their 
�student slides�)

Ask questions instead of just 
providing information

Take questions frequently (and 
plant a few!)

Other techniques?

Keep Them Busy   Summary and Comments

Please use the chat 
box if you have a 

comment or question.
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Use Your Assets  Voice – The �Radio� Factor

TELEVISION
+10 

POUNDS

RADIO
-10 to 20% 
CLARITY



In radio, they teach announcers to really 
emphasize or �punch� key words because 
the audience doesn’t have visual cues to 
help them understand, and because the 
higher and lower ends of the audio may be 
lost in the transmission. The telephone can 
be even worse. So, what may feel like over-
emphasizing to you will actually sound 
normal to the listeners.

Use Your Assets  Voice – The �Radio� Factor



Consider leading 
meetings or hosting 

classes standing up.

Use Your Assets  Voice – The �Radio� Factor



Use Your Assets  Voice – Don't let yours be the only one!

Yes, I had a quick 
comment… Another advantage 

of frequent breaks 
for questions and 
comments is that 
other voices 
break up the 
monotony of a 
single speaker.



Use Your Assets  Visuals



Use Your Assets  Visuals



Use Your Assets  Visuals



Use Your Assets  Omit items that serve only as visual �noise�

OMIT FROM 
WEBINAR 

SLIDES



Use Your Assets  Visuals – when you must have text

Sometimes you will want to have a lot of text 
on a slide. For example, when you want to 
include a lengthy direct quote. In those 
cases, stop and let the participants read the 
slide for themselves. The silence will get their 
attention (which is a good thing), and if you 
read it to them, you'll only be a nuisance 
because they're already trying to read it for 
themselves. 



Use Your Assets  Video (of host and participants)



Talk directly to 
the camera

Good lighting, 
no distracting 
backgrounds

BAD 
LIGHTING

Use Your Assets  Video – Avoid common mistakes



Talk directly to 
the camera

Good lighting, 
no distracting 
backgrounds

BAD 
FRAMING

Use Your Assets  Video – Avoid common mistakes



Talk directly to 
the camera

Good lighting, 
no distracting 
backgrounds

UNFLATTERING 
ANGLE

Use Your Assets  Video – Avoid common mistakes



Talk directly to 
the camera

Good lighting, 
no distracting 
backgrounds

NO 
EYE CONTACT

Use Your Assets  Video – Avoid common mistakes



Good lighting, 
no distracting 
backgrounds

Use Your Assets  Video – Avoid common mistakes

ü LIGHTING
ü FRAMING
ü BACKGROUND
ü EYE CONTACT



Talk directly to 
the camera

Good lighting, 
no distracting 
backgrounds

Use Your Assets  Video – Appearances matter!



Use Your Assets  Video



Use Your Assets  Video

Set video to play 
“full screen” or 
center and place on 
black background 
to avoid clutter when 
viewing.



Use Your Assets  Visuals – guidelines on good design



Use Your Assets  Summary and Comments

Compensate for �the radio factor�

Bring in other voices to break the 
monotony

Visuals: appearances matter, 
fewer words, more images

Other techniques?

Please use the chat 
box if you have a 

comment or question.



Five Guidelines for Better Webinars

• Set expectations
• Keep it personal
• Keep them busy
• Use your assets
• Keep it moving



Keep it Moving  Always build



INCITING 
INCIDENT

PROTAGONIST

INTERNAL/EXTERNAL

GOAL

STORY  STRUCTURE RESOLUTION

B
A
R
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I
E
R

B
A
R
R
I
E
R

B
A
R
R
I
E
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Keep it Moving  Always build



Keep it Moving  Always build



Keep it Moving  Always build



Keep it Moving (because if you don't…)

TIME ON-SCREEN - 3:26



TIME ON-SCREEN – 4:23

Keep it Moving (because if you don't…)



TIME ON-SCREEN – 15:43

Keep it Moving (because if you don't…)



TIME ON-SCREEN – 15:43

Keep it Moving (because if you don't…)



TIME ON-SCREEN – 15:43

Keep it Moving (because if you don't…)



TIME ON-SCREEN – 15:43

Keep it Moving (because if you don't…)



TIME ON-SCREEN – 15:43

Keep it Moving (because if you don't…)



Keep it Moving   Intersperse speaker and participant slides



Keep it Moving   Be prepared to create many slides

60 minutes = 130+ slides



Keep it Moving   Be prepared to jump to any slide

Print PPT (9 slides 
per page) and 
number slides to 
facilitate jumping to 
any slide in your 
deck when in “Full 
Screen” mode.



Keep it Moving   Summary and Comments

Always build

Intersperse speaker and 
student slides

Be prepared to create many 
slides and to jump to any 
slide

Other techniques?

Please use the chat 
box if you have a 

comment or question.



[When] the purpose of the 
meeting is to wrestle with a 
difficult issue with opposing 
positions represented, the 
phone is too impersonal to 

allow for constructive 
dialogue.

Caveats  Webinars Are Not Always Appropriate



Caveats  One hour maximum (or add breaks)

It's still sitting and 
staring at a computer 
screen.



Additional Points   Get feedback



Additional Points   Get feedback



If you don't have to rush off, 
Andy and Celia will be staying 
online after class for any 
participants with questions, 
comments or other business.

Just remain connected.

(Or send your questions to: 
andy@thegoodmancenter.com)

After-Class Time  (Optional)



Copyright © 2020 The Goodman Center. All rights reserved.

The Webinar 
on Webinars
Thank you for joining us! If 
you want to recommend 
this class to colleagues or 
friends, please refer them 
to our website for the most 
current schedule:

thegoodmancenter.com


