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Top Tips to Run an Effective 
Virtual Meeting

Presented by: Jill Hinrichs

Professional Coach, 
Leadership Development Consultant



Webinar Objectives

Purpose: 
● Learn how to create clarity, connections, healthy 

candor and commitment even while meeting 
virtually (You can use these tips right away!).

Outcome: 
● Ways to maximize participant engagement 

regardless of platform (Helpful insight that 
everyone can use!).



Approach and Agenda
Approach: 
• Participate (use chat)

Agenda:

• Learn the 5 Cs to designing a conversation

Agreements:  

• Be present (for a limited time, no distractions please)

• Chat in your reactions and comments

• Use Q&A for questions



Take 30 seconds:
• Think of the last time you walked away from a 

virtual meeting or session and felt motivated to 
move forward with the action items agreed upon or 
enthusiastic about working collaboratively with 
the group 

• What happened that made it motivating/actionable:

Let’s Connect

Chats:
• End early or on time.
• Keep to do lists/tasks short, clear and actionable.
• Include everyone as part of the discussion; don’t just speak to them. Let 

everybody share their ideas versus just the trainer/facilitator.
• Connect with the work that’s being done.
• Turn video on: physically seeing my co-workers was exciting to stay 

motivated.
• Make the content relatable so it can be implemented right away.  
• Roundtable member related how he dealt with his mother-in-law’s death. 
• Ideas generated were easily created and/or implemented.  
• Group sharing ideas together to come up with solutions; content/follow-up 

was relevant to all participants.



5 Cs: a model for powerful 
group conversations



The 5Cs to Designing Powerful Group 
Conversations Anywhere

Clarity: 
● Give the reason (purpose) of the conversation or meeting and what are we 

committed to producing (outcome)? 

Connection: 
● What is our existing relationship to each other and to the purpose? What is 

our shared experience and language for our conversation to take place and 
have meaning (agreements, approach to achieving outcome, personal 
connection)?

Candor: 
● What is the relevant information on the table so we make good decisions? 

Co-creation: 
● How do we engage to make sense, collaborate, create solutions and 

determine actions?

Commitment:
● What action will we commit to as a result of our communication? What is 

our accountability to each other?

Clarity

Connect

Candor

Co-Creation

Commitment



What is the reason (purpose) of the conversation or 
meeting and what are we committed to producing 
(outcome)? 

• Define your objective (purpose); create an agenda (put it in 
the event invitation).

• Determine what you want the participants to take away from 
the conversation (outcome).

• Decide how you will design your approach to ensure they 
receive the message (think through the 5Cs ahead of the 
meeting).

Top 3 Tips for Clarity



Make the purpose and outcome explicit.

An example of a purpose and outcome statement 
might be:

Purpose: 
● To understand the cost saving opportunities for 

our P&L 

Outcome: 
● A list of saving opportunities best aligned for 

business needs

Sample Clarity Statement



Create a relationship

Consider the other perspective:
● Acknowledge the person in some way—the whole person.
● Connect in a way that engages them so they’re invested in the session. 
● Demonstrate EQ (“how are you/your family doing during this 

crisis?”, etc.).

Prepare agreements, approach and a way to connect:
● What is our shared experience and language for our conversation to take 

place and have meaning? 
● Connect on purpose.
● Connect on working agreements.

For virtual connection:
● Ensure it is clear how to best connect virtually.
● Is there an expectation to have video on?
● Why platform will you meet on, etc.?

Connection



Successful teams are good at:
• Communicating
• Collaborating
• Adapting
• Resolving conflict
• Organizing
• Focusing

And they have FUN while doing it

Suggested categories for 
agreements
Systems
• Communication
• Collaboration
Structure
• Meeting protocols
Process
• Work quality
• RACI
Culture/behavior
• Celebrating success
• Mutual respect
Anything else?

Working Agreements



To operate effectively and make good decisions, participants 
must have good information. This means that each participant 
must be willing to provide and receive information. In order to do 
this, participants must feel safe to get all relevant information out 
in the open.

5 ways to make it safe for candor:
• Come from an appreciative approach
• Allow time to listen, comprehend and understand
• Be inclusive (“aggressive inclusion”; let everyone know you 

will go around and ask for all to contribute input)

Candor



Information includes: 

• Participant assumptions
• Data (show all the data 

for transparency)
• Values
• Interpretations
• Proposals

Candor Tips

Ways to get information: 

• Prepare your information 
and yourself
– Know your own 

vulnerabilities and 
triggers

– Craft your questions 
ahead of time



Make sense

How we make sense of a 
situation controls our behavior 
and performance.
● Based on what we know 

now . . .
● What is going on here?
● What needs to change?
● What do we know now that 

we didn’t know before?

Co-Create from Current to Future

Consider alternatives, 
aspirations and solutions 

Where do we go from here?
● What does success look 

like?
● Collaborate, brainstorm 

solutions together—
co-create the answer. 



What are we 
committed to 

doing?

How 
committed are 
we to doing it?

What does success 
look like?

Be specific: dates, 
outputs,

• expectations

Do we have the 
support and 

resources needed 
to follow through?

What (X) will I 
do by when 

(Y)? 
(X by Y)

SPECIFIC MEASURABLE ACHIEVABLE TIMELY

Commit—Build and 
Maintain Trust



Design Element Design

Clarity Purpose:

Outcome:

Working Agreements/Approach: 

Connection
(create
psychological 
safety)

Personal:
Professional:
Virtual System: 

Candor Data/Information needed:
Psychological safety is needed to be candid about 
biases/assumptions/differing perspectives.
Conflict management:

Co-Creation Sensemaking (What do we know now?)
Creative solution (What ideas do we see now?)

Commitment X by Y (Who will do what by when?)
RACI:
Who is responsible (R) for doing it?
Who is accountable (A) for ensuring it’s done?
Who needs to be consulted (C) while doing it?
Who needs to be informed (I) it’s being done?

Toolkit: Your 5C Meeting Design



Prepare and 
Practice
● Use the design 

template.
● Stay open-

minded each 
time.

Take Action
● Implement your 

learning from the 
reflection. 

Reflect and Research
● Document what 

happened.
● Use documentation 

time to reflect on what 
worked and what could 
have been different.

● Use resources (e.g., 
MindTools.com, peers, 
mentors, etc.).

Prepare 
and

Practice 

Reflect

Take 
Action

Continued Mastery



What are you walking 
away with today?

How will you implement 
it in your work?

Commitment


