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Virtual Communications 
2020

This has been an unprecedented year.  We 
have all had to get to grips with virtual 
meetings in a very short space of time.

Assimilating virtual meetings into our daily 
working lives doesn't always mean that we 
making the most of the medium so, here 
we give you three tips about how to excel 
at Virtual Communications
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Virtual Communication 
Skills

We coach using the A.C.E approach;

A = Awareness 
When we are face to face with others we 
read the micro facial expressions, listen for 
tone and watch gesture to notice when 
some is about to speak or have finished 
speaking.  Face to face we are experts at 
this, virtually it is harder.  One of the key 
differences is the 1.2 second delay that 
occurs, if we are unaware of this we can 
easily perceive the other as unfocussed or 
unfriendly.  They almost certainly are neither 
- it is just the tech.
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Tip No 1 - The Rule of 
2/3rds

Make sure that your screen isn’t too far 
below you, or tipped forward - you will 
look enormous in the screen and it feel 
like you are dominating the meeting to 
your team members.  
Equally if your screen is tilted too far 
back, or high above you, you will seem 
very small and insignificant in the 
bottom of the screen.  It is harder to be 
seen and heard from this position.

In order to appear present and warm 
you need to aim to take up about 
2/3drs of the screen.  1/3rd for your 
chest, 1/3rd for your head and 1/3rd 
gap above your head.
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Confidently Speaking

We coach using the A.C.E approach;

C = Connect

Connecting to your team or client is really  
important.  One easy way we connect in 
real life is through eye-contact.  If I can see 
your eyes I am much more likely to feel 
that I can get to know you and potentially 
like you and then trust you.  If I trust you I 
am much more likely to do business with 
you.
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Tip No 2 - Look at the 
Camera not the Person

We are so used to making eye contact in 
real life that we are perpetually tempted to 
look at the other person’s face on the 
screen.  Unfortunately, when we do this we 
are actually failing to make eye contact.  
Virtually, we need to look at the camera, 
the little green light at the top of your 
screen

If you find this hard stick a Post-It note next 
to it with “LOOK HERE” written on it.  If you 
are self conscious about seeing yourself 
you can shrink your thumbnail image and 
still see everyone else.
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Confidently Speaking
We coach using the A.C.E approach;

E = Engage
Keep your audience engaged by using 
gesture.  In live situations, appropriate 
gesture helps to underline our message.  It 
is the Non-verbal equivalent of high 
lighting or bolding  our speech.  It makes it 
much easier for your audience to  
understand your message.  We can still 
use gesture virtually - just  differently!
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Tip No 3 - Use gesture

It’s vital to keep gesturing - Just bear in 
mind you have a much smaller area in 
which to do so.

Try to keep the movements soft and 
round when asking for opinions or ideas. 
It is perceived as warm and friendly.

Imagine you are holding a basketball if 
you are delivering information - it is 
perceived as if you have all the info at 
your fingertips.

Try not to cover your face with your 
hands whilst you are talking!  
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Next Steps...

If you found this PDF Download useful, 
and feel you have more to learn about 
Speaking at Work, or would benefit from 
expert coaching, you can visit our website
 www.speakingatworkcourses.co.uk and 
sign up for one of our many courses or 
coaching sessions.

If you are not sure what you need or need 
a tailored programme for your team then 
email emma@speakingatwork.co.uk to 
organise a clarity call.
Hope to see you soon!

http://www.speakingatworkcourses.co.uk
mailto:emma@speakingatwork.co.uk


www.speakingatworkcourses.co.uk


