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Preparation Required For Effective Virtual Meeting
As organizations continue to embrace technology and globalization, physical meetings are getting more and more complemented by virtual meetings, which are effective regardless of space and time. To ensure effective virtual meetings, it is important that the virtual team leader knows and understands the unique characteristics of each team member, this helps to identify and handle bad habits that can cause disruptions during meetings. It is also important to set an agenda and schedule the meeting at a time when all the team members are available from their different geolocation. Setting an agenda allows for focusing on what is important hence focusing the discussion on key topics and the bigger picture; it helps to avoid wasting member’s valuable time.
In planning for virtual meetings, the team leader ought to adopt a mandatory video-on policy to allow for communication during the meeting to be effective because human beings respond more to faces. Moreover, it is important to acknowledge everyone present in the virtual room, and this can be done by introducing everyone present on the call at the beginning of the meeting to create rapport for easy exchange of information. Also, a facilitator who is often the team leader should keep the virtual meetings between fifteen to forty-five minutes so that everyone remains focused and engaged as well as ensuring that there is maximum use of the limited time available. (Meyer, 2018). The facilitator must make sure that point is written down, and the deadlines agreed upon on tasks are distributed to members so that everyone is aware of the results of the meeting, and this assists in preparing for consequent meetings as members get to agree on the next steps.
To allow for effective virtual meetings, team leaders should ensure that collaborative software is put in place for use during the meeting. Such software enables everyone to be on the same page as well as manages conversations in a way that allows all members to follow the conversation. In addition, the facilitator can make the meeting livelier by making small talk such as a joke that gets people laughing is a good breather to help members feel connected (James, 2016). Also, encouraging participants to provide feedback can help a facilitator review previous meetings so as to enable adequate preparation for future meetings. It can be done by asking the members who participated in the previous meeting which part of the meetings they liked and what parts made them feel useful, and such information can be used to make the next meetings engaging and effective.
A virtual meeting checklist is significant in a virtual meeting because they help members be aware of the form the meeting is to take, whether phone or video conferencing. Also, it helps to set date as well as the start and end time for the meeting so that members of different geolocation can plan their schedule to include the meeting. It also helps distribute the agenda for the virtual meeting as well as provide the various support materials for the meeting in time (Shepherd, 2019). To avoid the various challenges associated with virtual meetings, it is essential that ground rules, as made known before the meeting commences, the rules can involve treating all members with respect during the meeting. It is also vital that virtual meeting roles are assigned so that everyone is aware of the specific roles they are to play during the virtual meeting; this also helps during a debriefing at the end of the virtual meeting.
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