UKSGWebinars-Speaker Guidance

Practical guidance for UKSG webinar participants

UKSG offerslive webinars as partof abroad programme of educational events and training
opportunities. Webinar sessions are adynamic way of addressing the needs of those who cannot
attend face-to-face sessions, but still want access to high-quality training and expert speakers.
Sessions are hosted live to enable audience participation and recorded to enable registrants to
watch the recording at a later date.

UKSG provides full technical support for anyone delivering a webinar. The information below is
intended to provide practical advice on how to prepare for and deliver a successful webinar. This
shouldbereadinconjunctionwith any platform-specificguidance which willbe provided by the
organiser.

1. Planning, structure and content

Delivering awebinar is differentto delivering aface-to-face presentation. Good preparationis
essential as it will support your confidence and your delivery. We also recommend you consider the
following:

Who is your audience (e.g. from which profession or sector)? Understanding your audience
will help you to pitch your presentation at the right level. UKSG webinars can attract
audienceswith differentlevels of knowledge sotryto make your presentationrelevantfor
allparticipants, forexample by usingarange ofexamples. UKSGwebinars oftenattractan
international audience so using clear English, explaining acronyms and avoiding jargon are all
helpful.

What s the purpose of your webinar? Setting an overarching purpose and some key learning
outcomeswill helpyoutofocusthe contentaswell as ensure thatregistrants understand
what it is they are signing up for.

Confirmthelength oftime you have tofillwiththe organiser and whetherthisincludes
Q&A.

Share your objectives at the start of the webinar. This will help you structure your
presentation, keep the content focussed and engage your audience. It will also help you
paceyourwebinar. Somepeoplefind preparinga‘script forthefirstcouple of slidescan
help with finding the right pace.

Consider starting with a question or a poll to engage the audience early on. Getting some
input early on can be a useful reminder early on of the audience presence.

Interms of your main content, research shows thathumans respond strongly to story: is
thereaway of structuring your contentinto/aroundastory? Forexample,ifyouare sharing
aprocessthatyou (orateam)created oraproblemyou’ve overcome, canyoushare this
usingasimple story structure (e.g. https://en.wikipedia.org/wiki/Three-act_structure).
Think about the sorts of questions your presentation may generate. Can you prepare some
answers inadvance?

Discussrolesandtimings withany co-speakers andthe webinar organiser. The speaker’s
responsibilityisto deliverthe content, share their slidesand answer questions. Allthe
practicalities are the responsibility of the organiser.



https://en.wikipedia.org/wiki/Three-act_structure
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2. Visuals and Interactivity

Webinarsrely on audio and visual and so it makes sense to spendtime on your slides and your
‘script’. It's easy for the visual attention of your audience to wander so make your slides as visually
interesting as possible to maintain your audience’s attention. Strong images for example, can be
very powerful. You might wish to consider:

¢ Introductoryslidesthattellyouraudiencethetitle of yourwebinar, yourname,and an
overview what you will cover.

o IfyouwilluseaWebcam.Ifyouhave apoorconnectionthenthis canslowthingsdownand
soyou might wish to leave this off and turn it on just for the Q&A. If you are notusing the
Webcam then you may wish to share arecent photo of yourself.

¢ Relevant screen grabs and images that help illustrate your topic.

¢ Othertypesofmediatocomplementyourpresentationandmakeitmoreinteractive(e.g.a
shortvideo or animation). However, do make sure you have tested these withinthe
application and have a contingency plan (e.g. screen shots) in the event that they don’t work
on the day.

¢ Avoidincluding long and monotonous blocks of texts in your slides.

e Encourage participation. This can be:

- Interactive: where your audience votes (technology permitting), asks questions,
shares their thoughtsetc.

- Reflective: where you invite your audience to do something at their desk e.g. note
downyourmain challenge(s) inthisarea; write downyour key learning fromthis
webinar etc.

e Polls,virtualhands-up, invite audience comments can allbe usefulwaysto encourage
audience interactivity and make your webinar more dynamic. However, if you do use a poll
thenmake itmeaningful by commenting onthe resulting information orusingittolead on
to something in your presentation.

e Making your presentation as accessible as possible. Additional guidance notes around the
slides can be very useful as this can be provided to participants afterwards.

3. Location

Earlyon, decide where youwilldeliveryourwebinar. Youwillneedaquietspacethatisfreefrom
noise and disruption. Isthis at your office orathome? Do you need to book ameetingroom? It's
helpful to switch off mobile phones, email alerts and home-phones to minimise distraction.

4, Practice, Practice, Practice!

Spendtimerehearsingyour presentation. ldeallyyoushoulddothisinthe same environmentthat
youwilldeliverthe webinar onthe day sothatyou canbecome aware of any potential distractions
andtake stepsto minimise them. Werecommend rehearsing with afriend who is unfamiliar with
your material and asking for (constructive!) feedback. You will also have the opportunity to conduct
atest run of the webinar with the organiser to go through any technicalities.

5. On the Day
Onthedayofyourwebinargive yourself plenty oftimetogeteverythingorganisedsoyouare
relaxed, calm and ready to start on time.
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Provide a copy of your slides to the organiser in advance as a back-up in case of technical
problems during thewebinar.

Use the hour before the presentation to review your notes and ensure you have everything
else you need to deliver the webinar to hand.
TurnanydevicesortelephonestosilentmodetoandkeepthemawayfromyourPCtoavoid
interruptions and interference.

Closedownany otherwindows openonyour PC, making surethatnothing willpopupon
your screen during your presentation.

Ifyou are using your office orameeting roomto deliverthe webinar, consider puttinga
notice on the door to ensure you’re not disturbed by colleagues.

Check that your webcam/speakers/microphone are all working. If you are delivering your
webinar from your workplace then you might consider enlisting the help of your AV
department to provide AV support.

Agree with the organiser how you will communicate in case of technical issues (e.g. via e-
mail, private chatfacility)

Ifyoufind yourselffeelinganxious or nervous, thisis perfectly normaland very common?.
Practice breathing deeply for a few minutes, ensuring your out-breath is longer than your in-
breath. This will help you into a calm, relaxed and alert state.

6. Delivery

Deliveringawebinaruses manyofthe same skillsemployedtodeliverafacetoface presentation,
andaswithanytype of presentationaclearandwell-paceddeliveryiskey. Speakingtoasilentand
invisible audience canfeelalittle strange, andyouwon’tbe able to pick uponanyofthe usual clues
from your audience (visual, auditory, energetic) that can help us gauge how a presentation is being
received.

Ifarecordingisbeingmade, theorganiserisresponsiblefortriggeringitandwillletpeople
know when the webinar is being recorded.

Ifyou’re startingwithapollorquestion, provide enough contexttogetpeople engagedand
useorrefertotheresults. If you are weaving a story into your narrative, use any dramatic
devicesyou feel comfortable using (e.g. pausing, pacing, tone of voice, humour etc.)
Trynottoreadfromtheslides, buttalk aroundthemandthethemestheyare
demonstrating.

Throughout your webinar, remember to breathe slowly (although but be wary of breathing
too heavily as this can be noticeable). Having a visual reminder pinned close to your
computer can behelpful.

Itisfinetopause, butrememberthatapause canseemmuchlongertoawebinaraudience
than in aface to face session where the presenter is visually present.

Keep aclose eye onthetime. It can be easy to run over and not leave enough time for
guestions. The organiserwillsendachatmessageiftimeisrunningoutsotrytokeepaneye
on this.

! Research shows that over 85% of us experience nerves and anxiety when public speaking.
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7. Questions

Questions are written by participants and relayed verbally by the organiser to the speaker(s). Usually
sometimeis allocated atthe end of the presentation for questions, but agree with the organiser
beforehand how you will deal with this. Providing time for Q&A at the end of the webinar is an
importantway of allowing participantsto actively engage with your presentation. When preparing
for a Q&A you might find it helpful to think about the following:

Ifyou are awarethere are alotof questionsto answerthentrytokeepyouranswers
concise. You can always offer to follow up with more detailed information later.

Ifyou don’tknow the answer to the question then make a note of itand agree to follow up
after the presentation. Do not make yourself wrong. No-one knows the answers to
everything and no-one expects youto be the font of all knowledge onthis (or any other)
subject. Share what you do know, knowing this will be helpful.

Offerto answer any questions that you don’t have time to answer during the webinar
sessionlater, eitherby emailor by writingupthe Q&Asothatitcanbe sharedonthe USKG
web pages.

8. Post-webinar

Afterthewebinar, be preparedtodosomefollow-upwork, forexample answeringany
guestions that couldn’t be answered during the webinar, and responding to questions
participants send byemail.

Sinceslidesareusuallysharedonlineafterthewebinar, pleaseensuretheyinclude clear
links and contact information. Make any edits or additions to ensure your slides can actas a
stand-alone resource.

You may also want to provide a list of further resources (e.g. reading, web links, blogs etc.)
that you can share with participants.

The organiserwillcollate participantfeedback fromthewebinarandsendittothe
speaker(s).

We hope you find this information useful. If you have any practical questions, please contact Samira
Koele, Events Assistant: samira@uksg.org. Questions aboutwebinar content should be directed to
Sarah Pittaway, UKSG Webinar Officer: s.pittaway@worc.ac.uk
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