Virtual Meeting Etiquette

Virtual Meeting Etiquette Virtual meetings (via Zoom, Microsoft Teams, Google Meet, etc.) have become essential in
today’s work environment. Following proper etiquette ensures professionalism, efficiency, and respect for all participants.

Before the Meeting

¢ Test Your Tech Check your camera, microphone, and internet connection.
¢ Ensure the meeting platform is installed and updated.

e Choose a Professional Setting

« Use a neutral, clutter-free background (or a professional virtual one).

» Avoid backlighting (sit facing a light source).

Dress Appropriately

¢ Be On Time Join 2-3 minutes early to avoid delays.

« If late, enter quietly without disrupting the discussion.

¢ During the Meeting

* Mute When Not Speaking Reduces background noise (keyboard typing, pets, etc.).

Stay Engaged

« Avoid multitasking (no browsing, texting, or eating).

* Nod or use reactions ( to show participation.

* Speak Clearly & Respectfully

» Wait for pauses to speak (avoid talking over others).

« Use the "raise hand" feature in large meetings if needed.
¢ Mind Your Body Language

 Sit up straight and avoid excessive movements.

« Don't leave abruptly; use the "Leave Meeting" button.

After the Meeting

* Follow Up Send meeting notes or action items if assigned.
e Thank participants if appropriate.
¢ Advanced Virtual Meeting Etiquette

o For Large Meetings & Webinars Designate a Moderator — Helps manage Q&A, mute disruptive participants, and keep
time.

¢ Use Polls & Chat Features — Encourages engagement without verbal interruptions.
¢ Encourage "Raise Hand" — Prevents cross-talk in groups of 10+ people.
* Record & Share - Useful for absent attendees (announce recording at the start).

For Client or External Meetings

* Send a Pre-Meeting Brief — Include agenda, tech requirements, and attendee roles.

* Professional Background — Avoid virtual backgrounds with glitches; opt for a tidy real backdrop.

¢ Follow Up Promptly — Send a summary email with next steps within 24 hours.

» For Hybrid Meetings (Some In-Person, Some Remote)

¢ Ensure Equal Participation — Call on remote attendees first to avoid dominance by in-room voices.
¢ Use a Shared Screen — In-person participants should view the same slides as remote folks.

¢ Repeat Questions/Comments — Remote attendees may miss side conversations in the room.

Handling Technical Issues Gracefully

¢ Have a Backup Plan — Share a phone dial-in option in case of internet failure.
« If You Freeze/Disconnect — Rejoin and briefly apologize (e.g., "Sorry for the glitch—please repeat the last point").



¢ Avoid "Can You Hear Me?" — Test audio upfront; use chat to signal issues.

Cultural & International Considerations

* Mind Time Zones — Rotate meeting times if some participants are always joining late at night.
¢ Pronounce Names Carefully — Ask for corrections if unsure.

* Respect Silence Pauses — Some cultures use longer gaps before responding.

¢ For Job Interviews & High-Stakes Calls

e Do aDry Run - Test lighting, sound, and camera angles beforehand.

» Close Tabs/Notifications — Avoid embarrassing pop-ups (e.g., Slack messages).

* Have a "Tech Trouble" Contact — Share a phone number with the host in case of issues.

Casual but Professional Team Check-Ins

* Short & Focused - Use a standing agenda to avoid unnecessary meetings.
» Allow Small Talk — 1-2 minutes at the start builds rapport (e.g., "How was your weekend?").
¢ Use Video for Connection — Audio-only works, but video fosters engagement.

What Not to Do in Virtual Meetings

 Eat a full meal (snacking is okay if muted).

 Lie about tech issues ("My camera’s broken" while in pajamas).

« Interrupt repeatedly (use chat or wait your turn).

» The Master Guide to Virtual Meeting Etiquette Section 1: Pre-Meeting Prep (Beyond the Basics)
e Advanced Tech Checks

* Test dual monitors if sharing slides while viewing participants.

« Use Ethernet over Wi-Fi for critical meetings to avoid lag.

e Set up a backup device (phone/tablet logged in) in case of crashes.

Psychological Prep

 For high-pressure meetings, do a power pose (stand tall before sitting) to boost confidence.
* Keep a glass of water nearby to avoid dry mouth during long talks.

» Section 2: During the Meeting (Next-Level Tactics)

¢ For Presenters/Hosts:

¢ The "3-Second Rule": Pause briefly after asking a question—people need time to unmute.
 Silent Hand Signals: Agree on gestures (e.g., thumbs-up = agree, finger circle = "wrap up").

For Attendees:

e Chat Like a Pro: Use "@Name" to direct questions (e.g., "@Lisa, could you clarify slide 12?").
¢ The "Breathe & Speak" Trick: Inhale before talking to avoid rushed speech.

¢ Avoid These Hidden Faux Pas

o Overusing Reactions: Constant 4t /&3 can derail serious discussions.

¢ Echo Chambers: Wear headphones if your mic picks up others’ audio.

¢ Section 3: Troubleshooting Nightmare Scenarios

Issue Quick Fix

* "You're frozen!" Say, "I'll reconnect—please pause for 10 secs."

¢ Background noise Use Krisp.ai or Teams’ noise suppression.

* Late to a large meeting Join muted, turn off video, and message host privately.

* Screen share fails Pre-upload slides to chat as a backup.

¢ Section 4: Global & Cross-Cultural Nuances

¢ Time Zones: Use tools like World Time Buddy to schedule fairly.

» Greetings: Research local customs (e.g., bowing in Japan, hand over heart in India).
¢ Humor/Sarcasm: Avoid—it rarely translates well over video.

» Cognitive Warfare Section (Mind Hacks for Virtual Dominance)

The 7-Second Power Pause

» Before speaking, pause for 7 seconds to command attention (works like a "digital lean-in")
¢ Foveated Eye Contact



Look at the camera when speaking, at faces when listening (creates perfect engagement balance)
Vocal Mirroring
Match the speaking pace/energy of key decision makers to build subconscious rapport

Al-Augmented Meeting Tech

Real-Time Voice Modulation Tools like Voicemod can subtly enhance vocal clarity and remove filler words ("uhms") as
you speak

Al Note-Taking Command Centers

Set up Fireflies + ChatGPT to:

v/ Auto-generate executive summaries

v Extract action items

v Flag contradictions in discussions

Biometric Feedback

Use Zoom's upcoming "engagement analytics" to see when audiences tune out (pupil dilation tracking)
Body Language Dark Arts

The Triangle Gaze Technique

Alternate between:

Camera lens

Your image (to check appearance)

Speaker video

(Creates natural "listening" appearance)

Strategic Hand Placement

Keep hands visible at "keyboard level" - hidden hands reduce trust by 40% (Stanford VR studies)
C-Suite Level Tactics

The Pre-Meeting Pre-Game

Send personalized 1:1 Loom videos to key attendees 24hrs prior:

"John - really want your perspective on item #3 tomorrow"

The Phantom Participant

Have an assistant join anonymously to:
v Monitor chat for you

v Signal when to wrap up

v Feed you real-time data

Crisis Management Protocols

When Your Boss Drops In Unexpectedly

Hotkey sequence:

Win+Shift+S (snipping tool to hide tabs)
Alt+N (noise suppression toggle)
Ctrl+Shift+V (professional font paste)
Nuclear Option for Tech Failures
Pre-record your key points as a video - share instantly if connection dies
Advanced Persona Crafting

Lighting Schematics

Professional streamer setup:

v Key light (45° front)

v Fill light (opposite side)

v Hair light (backlight separation)

Voice Profile Optimization

Use Audacity to analyze and train your:
v Optimal pitch range

v Word-per-minute sweet spot

v Pause frequency

Data-Driven Performance Metrics



 Virtual Meeting Etiquette Track your: Talk/Listen Ratio (aim for 40/60)
¢ Interruption Recovery Rate
» Decision Influence Score (# of your suggestions adopted)



