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Basics
– looking professional keep audience from being distracted.Dress to impress 

– front lighting important so participants can see you.Good lighting 

 – nothing is worse than poor audio.Good microphone or headset

 – remember they are trying to learn.Speak slowly and clearly

-  as you prepare your materials –What is important to them.Know your audience 

in screen with good simple backdrop – or virtual backgroundCenter yourself 

 PowerPoint (before, scripted) – be comfortable and knowledgeable with all

information on your slide.

Open and practice

 – turn off background icons for an uncluttered screen.Software & Browser opened and ready

– when possible; participants only absorb so

much information.

Limit your session to a maximum of 45 minutes 

 - to insure you’re ready for the next meeting, avoid

scheduling meetings back-to-back without a break in case the participants need to start early

or end late and for you to get a coffee break!

Plan a break in between sessions

– Ask questions often and have them share screen

during training to ensure proper feedback and make the session more didactic.

Make the session interactive and engaging 

https://app.designrr.io/projectHtml/1117291?token=f778b2315f40e8cbfc1819e1e55978c5&embed_fonts=
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Advanced
 - even if they are connected through VoIP.Encourage dial in

– Send preparatory material before session and Ppost

message thank you with any additional material s to reinforce your message. Perhaps with a

recording of the session.

Provide pre-and post-session resources 

 - and spell out the rest yourself in your presentation. People have

dif�culty reading and hearing at the same time.

Minimal text on screen

Additional Resources

Zoom
1. "Show Me" Videos - Zoom Learning Center (learn-zoom.us)

2. Five Ways to Look and Sound Better on Zoom - Georgetown University

Teams
1. Microsoft Teams video training - Microsoft Support

2. Microsoft Teams: How to master remote work beyond the basics | ZDNET

Microsoft PowerPoint
1. PowerPoint for Windows training - Microsoft Support

2. Record your presentation (of�ce.com)

3. Presenting with cameo - Microsoft Support

https://app.designrr.io/projectHtml/1117291?token=f778b2315f40e8cbfc1819e1e55978c5&embed_fonts=
https://learn-zoom.us/show-me
https://www.georgetown.edu/news/five-ways-to-look-and-sound-better-on-zoom/
https://support.microsoft.com/en-us/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?ui=en-us&rs=en-us&ad=us
https://www.zdnet.com/article/microsoft-teams-master-remote-work-with-these-expert-tips/
https://support.microsoft.com/en-us/office/powerpoint-for-windows-training-40e8c930-cb0b-40d8-82c4-bd53d3398787
https://templates.office.com/en-us/record-your-presentation-tm00070207
https://support.microsoft.com/en-us/office/presenting-with-cameo-83abdb2e-948a-47d0-932d-86815ae1317a
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Virtual Background and Virtual Cards
1. Digital Business Cards | HiHello

https://app.designrr.io/projectHtml/1117291?token=f778b2315f40e8cbfc1819e1e55978c5&embed_fonts=
https://www.hihello.me/


More Resources

This is but a sample of the many resources I make available to my clients. I

spend most of my time putting together the best materials to assist you in

becoming a better presenter to whichever audience you choose.

More resources can be found here at my website MattMetzger.com

For speaking engagements Real or Virtual reach me at

Matt@MattMetzger.com

Phone: 517-449-9283

https://mattmetzger.com/
mailto:Matt@MattMetzger.com



