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How to Master Virtual Meetings 
Workshop Overview 

 
Do you lack confidence or experience when attending online meetings? Do you struggle to manage group 
interaction? Do you want to learn how to prepare for and effectively manage your online meetings in English? 
 

If you answered “yes” to any of the above questions this course is for you! 
 
Anyone who has already attended one to one meetings over skype or group tele/video-conference meetings will 
know they face a number of obstacles and difficulties, which don’t occur in face-to-face meetings. From 
experiencing a bad connection, to being distracted and losing track, the challenges of online meetings are 
numerous. 
 
During this workshop you will learn how to manage and participate effectively in online meetings. You will 
analyse and resolve some of the key obstacles and identify some key behaviours and language to hold an 
effective online meeting whether it be one-to-one, group, with video or without.  
 
This workshop is aimed at professionals who want to make an impact in their professional working life, focusing 
on increasing their functional business vocabulary to be able to interact with others confidently in a professional 
English-speaking environment. Participants will have the opportunity to practice key business vocabulary 
through interactive and engaging activities. 

 

Requirements 

The workshop is aimed at participants with a B1-C1 level of English. 

Experience of attending or running meetings in the workplace.  

 
 
 
 

We are flexible and offer this workshop as a complete one-day 
workshop or two half-days. It can also be added as a top up to the 2-

day workshop ‘How to Manage that Meeting’. 
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LEARNING OUTCOMES 
 
By the end of the workshop you will have: 
 

 A clear understanding of what to expect during an online meeting and how to prepare. 
 Learned how to ensure you can follow an online meeting and what to do when things go 

wrong.  
 Learned and consolidated key functional language through interactive and engaging 

group activities. 
 Developed your skills in a professional context and feel prepared to step into your next 

meeting with confidence! 

How to Master Virtual Meetings 
Course Outline and Learning Outcomes 

 

 

 

 

 

 

CONTENT 
 

 Introduction: What’s it all about? The similarities and differences between online and 

face-to-face meetings, using video and meeting platforms. 

 Meeting organisation: Setting up your meeting, creating a constructive agenda and 

invites.  

 Online Etiquette: Identifying instructions and guidelines for an online meeting to help 

avoid diff 

 Functional Language of Meetings: Including introductions, giving opinions, 

interrupting, being polite, dealing with conflict.  

 Wrap Up: Ending on a positive note, calls to action and next steps. 

 

Contact Us 
 

For more information, please feel free to contact us on: 
 

Email: info@thelanguagehub.es 
 

Tel: +34 635 42 20 40 
 
 
 


