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Virtual Meeting Management  
Best Practices 
As virtual meetings have grown in popularity, administrative professionals 
have increasingly been tasked with managing them. 

Many, if not most, best practices of in-person meetings still apply. For 
example, you still want to create an agenda and circulate it to attendees 
beforehand. You still want to present yourself professionally, even if you’re 
working from home rather than the office. 

However, there are some additional elements you should consider when 
managing virtual meetings. Many of these are listed below, but feel free 
to add more to this list! As you gain experience, you will expand your 
understanding of what is needed in your unique circumstances. 

 ¡ Understand your role in the meeting. Are you expected to 
moderate the chat, facilitate Q&A, take minutes, keep time, 
or provide “behind the scenes” tech support? The clearer the 
expectations, the more likely you are to succeed. 

 ¡ Make sure you know your technology well. Verify that  
you know how to use the features you’re likely to need.  
For example: muting attendees, screen sharing, chat 
functionality, recording, etc. 

 ¡ Consider hosting a technical rehearsal with any speakers or 
presenters. This will help ensure they are comfortable with the 
features as well. 

 ¡ Collect the presentation materials ahead of time. If a presenter 
is unable to share his or her materials, you can be the backup. 

 ¡ If possible, hardwire your computer into the internet to avoid 
using WIFI. This can help increase the speed of your connection 
and positively impact your audio and video quality. 

 ¡ If possible, log on 15 to 30 minutes early. That way, you can 
greet people as they arrive and help troubleshoot if anyone has 
tech problems, without taking time away from the meeting. 

 ¡ Prepare for the most common tech issues and the possible 
solutions. You may want to start the meeting with some simple 
instructions and reminders for all attendees. 

http://asaporg.com


asaporg.com 3

 ¡ Close all unnecessary applications during the meeting.  
This will help ensure your system doesn’t get overloaded, which 
can negatively impact your audio and video quality. 

 ¡ Monitor meeting entry.  
Ensure only invited participants are in the meeting. 

 ¡ Don’t multitask.  
At any time, something can go wrong. Meeting presenters or 
participants may need your support and you want to be able to 
immediately respond. 

 ¡ Practice good virtual meeting etiquette.  
Be a role model for other attendees. Keep yourself muted when 
not talking and stay engaged while on video. 

 ¡ Keep your cool.  
Things may not go perfectly, but keep your composure. Everyone 
will feel in good hands if you stay calm and focused. 
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