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THE MEETING RITUALS 
 
 
These notes have been written with client video calls in mind; however, many of 
the points hold true for internal meetings. Remember, every time you show up, you 
are sending a message about your professional brand. 
What do you want that to be?  
 

 
Prepare 

§ Always circulate agendas at least 24 hours in advance, so that clients have 
time to feed in, if necessary.  

§ Know your role in the meeting and prepare thoroughly for it.  
§ Read through any notes from the previous meeting and ensure that you’ve 

completed your actions well in advance.  
§ Prepare for any objections or questions in advance and build them into your 

messaging.  
§ Consider appropriate supporting materials and how you will share them – 

circulate in advance or screen share, for example?  
 
Greet  

§ If you are meeting people for the first time, prepare your introduction – both 
about yourself and the agency. Tailor this to fit the client context and their 
interests. 

§ Don’t fall into bad habits with existing clients; even if you’re friendly with them, 
maintain a professional tone. 

 
Break the Ice 

§ Lead the conversation with ‘intelligent small talk’ – asking about an issue or 
commenting on an industry issue is more authoritative than discussing the 
weather. This is particularly useful for the dead time, while you wait for other 
attendees to arrive.  

§ When asked how things are going, avoid saying, ‘I’m busy’. Talk about 
something interesting you’ve achieved.  

 
Deliver (Physical) 

§ Consider your appearance on every video call. Regardless of formality, it’s 
important to be polished and well groomed. This includes internal meetings.  

§ Make sure you’re ‘always on’, even when you’re not talking, by demonstrating 
active listening. It’s a mark of respect and means that you won’t miss 
important information / cues.  

§ Turn off all other apps. Don’t be fooled: people can easily see when you are 
distracted or typing an email, and it’s not a good look.  

§ Try your best to create stronger connections by looking directly at the 
webcam when you’re speaking. 

§ Sit up straight, keeping your gestures strong and authoritative. 
§ Consider your position. Place books underneath your laptop or push it further 

away from you, if necessary. Ensure your head and shoulders are in shot. 
Avoid leaning in too close to the screen or resting on your hands. Think TV 
interview.  

§ Make sure you’re adequately lit. Avoid having a window behind you, but if 
that’s not possible, use extra lighting.  

§ Tidy up the space behind you.  
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Deliver (Verbal) 
§ Bring energy! Bring your A-game. Especially, if you are chairing, it’s your 

responsibility to maintain focus and energy. Keep things moving. 
§ Where relevant, step up to chair the meeting. 
§ Kick off by thanking everyone for coming and reminding them of the agenda 

i.e. ‘We’re here to talk about…’ 
§ Put the agenda into the chat box, if helpful. Ask if anyone else has other 

points to add.  
§ State the agreed timeframe at the beginning and stick to it.  
§ Think about your point before making it. Is it relevant to everyone on the call? 

If not, take it offline.  
§ Be clear and concise. Make your point and stop. 
§ Avoid repeating what other people have said. 
§ Ask insightful questions. 
§ Don’t rush; take your time.  

 
Wrap Up 

§ Recap on actions, responsibilities and deadlines at the end. 
§ Schedule the next meeting. 
§ Write meeting note / actions immediately following the meeting and send 

within an hour, if possible.  
§ All actions should have a clear person responsible and deadline date.  
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PREPARATION CHECKLIST  
 
48 hours before  ü Read notes from previous meeting.  

ü Make sure all your actions have been completed.   

ü Know your role and prepare thoroughly for it. 

ü Share an agenda for all client meetings, at least 24 

hours ahead. 

ü Circulate any pre-reading.  

30 mins before  ü Ensure you are looking the part and that your laptop is 

positioned correctly.  

ü Check you have the meeting link.  

ü Consider how you’ll introduce yourself and the agency 

to new people.  

ü Prepare your answer to the ‘How are things?’ question. 

ü Prepare your intelligent small talk. 

ü Refamiliarise yourself with your content. 

ü Anticipate any tricky questions you might receive.  

5 mins before  ü Grab a glass of water.  

ü Head into the call and wait for people to arrive.  
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DEALING WITH NERVES 
 
Myths  
§ Other presenters don’t need to 

prepare  

§ People are judging me 

§ I’m not worthy 

§ I’m a fraud  

§ Everyone else is more confident than 

me 

 

The Truth 
§ The best presenters spend hours 

practising 

§ People are thinking about 

themselves 

§ You wouldn’t be there unless you 

could do it 

§ You have a specialist knowledge 

§ Everyone has a level of insecurity 

 
 

 

Techniques  
§ Breathe  

§ Stretch 

§ Visualise positive moments 

§ Take your time 

§ Acknowledge the fear 

§ Smile 

§ Arrive early  

§ Chat to your audience 

§ Music: motivational or calming 

§ Imagine you’re speaking to each person individually 

§ Rescue Remedy 

§ Get perspective (not life or death) 

§ What’s the worst that can happen? 

§ See yourself as an equal 

§ Humanise them 

§ Practise 

§ Take every opportunity to present 

§ Write a list of achievements & compliments 

§ Perform… but be sincere and believe in what you’re saying 
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REFRAMING LIMITING BELIEFS 

 
‘Whether you believe you can or you cannot,  
you are right.’  
 
PROBLEM NEGATIVE BELIEF POSITIVE BELIEF 

 

REJECTION What if they don’t like me? I’m going to be the best 

version of myself 

COMPARISON I’m not as good as… 

 

I know my stuff and have my 

own unique style 

OBSTACLES It’s too difficult  Anything is possible, if I work 

hard 

PERFECTIONISM It could be better I’ve done a really good job in 

preparing and I’m pleased 

with the outcome 

OTHERS’ 

OPINIONS 

They’ll think they know better The client has hired us 

because they value our 

specialist expertise 

FEAR OF 

FAILURE 

What if I make a mistake?  Making mistakes is human; I 

don’t have to be perfect  

DEFEATISM I can’t do it I can do it; I have faith in my 

ability 
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REFRAMING LIMITING BELIEFS 
 

1. What is the limiting belief?  

 

 

 

 

 

2. What is the credible, positive alternative belief I could choose instead?  

 

 

 

 

 

3. How would that positive belief make me feel?  

 

 

 

 

 

4. How would I behave differently if I chose to believe the positive alternative?  
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CHALLENGE: INTERRUPTIONS 
 

You’re presenting a PowerPoint to a senior client who keeps interrupting and 

challenging you on points that you were going to make later on.  

 

 
 

What do you do?  
 

Option A  
§ If it requires a brief response, stop and deal with the question. This shows you 

are listening, flexible and able to react ‘in the moment’. 

§ PowerPoint should never drive your delivery – it should support your message. 

§ Once the question is answered to their satisfaction, bridge back to what you were 

saying originally. 

§ When you reach that same point later on, don’t repeat the whole section in detail, 

just summarise: 

§ ‘As we discussed earlier…Now, moving onto the next point.’  

 

Option B 
§ If addressing their point is going to completely derail the structure and flow of the 

presentation, politely say:  
§ ‘That’s a really important point, which I’m going to come onto in a bit. Would 

you mind if I finish this section and then I can make sure your question is 

properly answered?’ 

§ Or take a more assertive approach:  

§ ‘Please bear with me while I cover the details of my proposal. I value your 

suggestions, but there will be time for an open conversation afterwards.’ 

§ For constant interruptions, keep going… ‘One moment, please’… Then finish 

what you were saying. 
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CHALLENGE: MIND BLANK    
 

You lose your train of thought halfway through your part of the presentation.  

 

 
 

What do you do?  
 

 
Option 1: Recompose yourself 
 
§ Know that a lifetime in your head is two seconds for your audience.  

§ Maintain eye contact with the audience while you gather your thoughts.  

§ Breathe.  

 

 
Option 2: Share your mind blank 
 
§ Ask a team member to step in to support.  

§ Say, ‘Sorry, I’ve lost my train of thought.’ 

§ Look at your notes to get you back on track. 

§ Remember that vulnerability creates a connection – everyone will have been in 

your shoes at some point. 

§ See Brene Brown’s TED talk: ‘The Power of Vulnerability’.  
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CHALLENGE: UNRESPONSIVE AUDIENCE      
 

Mid presentation, one client is looking out of the window and the other appears to 

be whatsapping/emailing/checking Instagram. You’re finding it really hard to stay in 

the zone.    

 

 
 

What do you do?  
 

 
Recommended Approach  
 
§ Think of helpful reasons why they might be like that: they’re dealing with an 

emergency; they’re tired; it’s just their personality; they are concentrating; they 

want to see how you respond; there are cultural differences. 

§ Bring them in with questions – e.g. Have you tried this sort of thing before? 

Where have you seen the biggest successes? 

§ Use their name. 

§ Introduce breakout rooms and discussions to your presentation – remember the 

average concentration span is 18 minutes. 

§ Ask if they understand or are ready to move on. 

§ Change pace, tone and volume.  

§ Don’t be afraid to skip ahead to other slides if they appear disinterested. Don’t 

feel you have to stick to the script. 

§ Use the ‘B’ button to black out the PowerPoint. 

§ Stop screensharing and bring everyone into the conversation.  
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CHALLENGE: DIFFICULT QUESTIONS 
 
For many people, the Q&A session can be the most daunting, but with a little 

preparation it can be an opportunity to demonstrate your knowledge and 

experience.  

 

 
 

How do you handle tricky questions or being put on the spot for your opinion? 

 

Recommended Approach  
 
§ Write answers to difficult questions in advance and you’ll have most of it covered. 

§ There may be one or two that you haven’t prepared for, in which case… 

§ Flag that you need team input:  

§ ‘I’m sure the rest of the team has their own thoughts on this, but for me it’s 

about…’ 

§ Gather your thoughts by repeating the question: 

§ ‘What do you see as the major issues facing the industry today?’ 

§ ‘I think the major issues facing the industry today are many and varied, but 

the main concern is around…’ 

§ Slow down and pause before each response. 

§ Compliment the question:  

§ ‘That’s a really interesting question. In my opinion…’ 

§ Ask for clarification of vague questions. This will ensure that you know what’s 

being asked and also give you time to think. 

§ Don’t lie if you don’t know the answer. Be honest:  

§ ‘I don’t know, but I will find out and get back to you.’ 

§ Or tell them what you do know:  

§ ‘How many people use this product? Well that’s unclear, but what I can tell 

you is that it’s been rising for the last 5 years.’ 

§ Pass it over (only if you know someone is better equipped). 
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CHALLENGE: SENIOR COLLEAGUES JUMPING IN 
 
You have some important thoughts to share on a project you are working on. But 

every time there is a client meeting, senior colleagues step in and steal your 

thunder, making the points you had already planned to make.  

 

 
 

How do you ensure your voice is heard?   

 

Recommended Approach  
 

§ Agree with your colleague which agenda points you will be looking after. 

§ Emphasise that you would like to own these sections and will ask them, if you 

need their help. ‘Is that ok?’ Explain that this is because you are trying to develop 

your communication skills and establish a stronger relationship with the client.  

§ Research the meeting subject and plan what you want to say or ask.  

§ Get yourself on the agenda early on for a guaranteed opportunity to talk. 

§ Open your mouth and lean in, to signal you want to speak.  

§ Increase your volume and pace. 

§ Have confidence in your own value & speak as such. Remember, you have been 

invited for your skillset.  

§ Pay attention to your body language. Mimic those who speak up frequently and 

hold others’ attention. 

§ Keep it short, with no apology, and get to the point with conviction. 
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RESOURCES 
 
 
Videos  
 
§ Talks at Google, Sylvia-Ann Hewlett  

 
https://talksat.withgoogle.com/talk/executive-presence 
 

§ Imposter Syndrome TED talk, Dr Valerie Young 
 
https://www.youtube.com/watch?v=h7v-GG3SEWQ   
 

§ Imposter Syndrome TEDEd short film, Elizabeth Cox  
 
https://www.ted.com/talks/elizabeth_cox_what_is_imposter_syndrome_and_how
_can_you_ combat_it?language=en 
 

§ The Second Circle, Patsy Rodenburg 
 
https://www.youtube.com/watch?v=Ub27yeXKUTY 
 

 
Books  
 
§ Executive Presence, Sylvia-Ann Hewlett 
§ Presence, Amy Cuddy  
§ Gravitas, Caroline Goyder 
§ The Second Circle, Patsy Rodenburg 
 
 
 
 
 
 
 
 
 

 
 


