
LEARN. ENGAGE. ACHIEVE. PROGRESS.



Have a notebook and pen; prepare for your 
roles, download all the software application, 
test your microphone and video before the 
meeting

.

#1. Get Prepared beforehand for 
the session



#2. Check your light Setup

Prevent having light behind you, 
especially from a window or directly 
overhead. Have the light facing you.

.



High Speed internet with wired connection is 
the best, but if you are using wireless, make 
sure its functionality. If possible reset the 
modem half an hour before.

.

#3. Check your Internet 
Connection Before the Session



Think that you are at the front and centre of 
the computer screen with back straight and 
with a little pleasant, polite and smile face. 

.

#4. Position yourself properly



Think you are sitting for a photo. The closer to 
the eye level and front facing will make you 
speak to the person directly.  

.

#5. Sit Front facing and maintain 
eye level



Think like you are attending an interview and 
want to make a good first impression. Have a 
professional looking top attire.  

.

#6. Dress to Impress



If you want to impress the person on the other 
side, look at the camera and speak. It will 
give a real connection and build trust with the 
person on the other side.   

.

#7. Look at the Camera and Speak



Typing during the online meeting is kind of 
distracting. Use your notebook to take notes. 
If you want to type something, keep it to 
minimum.  

.

#8. Avoid unnecessary Typing 
During the Meeting



If you tend to fidget, play with your hair, 
move side to side, it will reflect you badly to 
the other side. Keep your movement 
minimum.   

.

#9. Keep your movement 
Minimum



In terms of both noise and visual, make sure 
you have a professional background.  

.

#10. Keep your background 
Professional



In online meetings, it is easy to exclude 
non-participating members. Make sure each 
member has at least 2 roles before the 
meeting.   

.

#11. Include all the Participants



It is polite to mute if you are not speaking.  

#12. Mute if you are not speaking



Make sure you are ready for the meeting 
(download software/computer battery etc). In 
online meetings, there are chances for 
technical difficulties. Be proactive. 

.

#13. Avoid any technical 
difficulties



Eating during the meeting is distracting and 
kind of disrespecting. Coffee/Tea/Water is 
OK.   

.

#14. Avoid Eating


