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Dear Exporters, 

Due to the COVID-19 crisis, since March 2020 the business world has undergone a digital 

transformation, which relies on virtual sessions and B2Bs as a way of work, for both initial and 

more advanced stages of communication. 

After dozens of successful activities and viewing presentations by many companies and 

organizations in recent months, we have come to the conclusion that the quality of the 

presentation should match the high quality of the solutions. 

For that purpose, we prepared this document for a successful ZOOM meeting. 

This guide is divided to topics and is based on our and the companies’ experience in the 

mentioned sessions, for your use.  It is relevant to and can be applied at any virtual platform 

and even at face-to-face-meetings. 

 

Regards, 

Alon Shahak & Karin Chen, Israel Export Institute 

 

 

Preparation in Advance  

 Make sure you have got a suitable link: 

 In a regular meeting - a link/phone number with which you will log in.  

 In a Webinar session - a unique link as a ‘panelist’. That will be automatically emailed to 

you from the system and not as a Calendar Invite. 

 

 Schedule a Test with a colleague in your office and/or the meeting’s moderator. 

Preferable the day before the meeting, to find technical malfunctions and improve the 

presentation.  

 If the material is not classified- send it to the meeting’s moderator in advance, so he/she 

can back you up if necessary.  

 Prepare a list of ‘cases and responses’. Some possible examples:  
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 If the Internet connection is disrupted during the presentation- be ready to connect 

from a laptop, based on the mobile phone’s HotSpot/ the mobile phone itself. 

 If the presentation/video/marketing material does not load- be prepared to present 

verbally, present the product in Live or instruct the meeting’s moderator to upload it 

via his/her device. 

 

Test 

Check all the important parameters: 

 Sound: How do you sound? Are you talking with a microphone, using the computer’s 

audio or via a mobile phone?  

 Video: Can you be seen? What is your background (a meeting room, a white wall, a 

picture, a virtual background? etc. See Video topic.  

 Screen Sharing: Does it work? Does it include audio? etc.  See Screen Sharing topic.  

 

 

Presentation 

 Adhere to a solution-driven presentation: From experience, a generic Marketing 

Presentation of the company’s history and activity- catches the attention less. Focus on 

the relevant solutions and the professional aspect. There will be time for marketing 

operations later on in the process. 

 Focus on presenting a Case Study: In many areas, there are solutions similar to each 

other, especially in meetings with several companies. Show the solution/product’s 

application-in-the-field and its relevance for similar customers (for example: a case 

study in a seaport when presenting for business persons in the theme of Seaports). 

 Make sure you have a brief and interesting presentation.  

If not possible, the Golden Rule is: 7 words in a line- up to 7 lines. 

 Try to avoid reading the slides: Note key points and elaborate on them verbally. 

 Try to avoid an overload of animation in the presentation, which creates delays, 

especially in sessions with many participants. 



 

 Written by Alon Shahak & Karin Chen 

 Pay attention: when you switch to the presentation, do not be in Presenter View. Go for 

Regular Slides’ Presentation, this is how it will be seen in the session itself. 

 Avoid long videos: Showing the solution/study case in a maximum-two-minutes video 

can be successful and dynamic. If the video is longer, you might lose your audience’s 

attention. 

 

The Speaker 

Professionalism is important, but without interest from the other side- it does not help. 

Try, as much as possible, to engage the participants and to “read the environment". 

Main highlights: 

 Speakers proficient in technical issues (unless explicitly requested) can dwell on small 

and specific details, which can cause the audience to lose concentration. Introduce the 

solution and its application in a general manner. You will be able to go into details with 

interested parties afterwards.  

 Avoid "monotonous" speeches: the speaker represents the company in the eyes of the 

participants at the meeting. The level of interest they generate can lead to the creation 

of interest in the solution, even if it is not exactly what they were searching for.  

 Whether you are a junior salesperson or the CEO- make sure to be prepared and 

proficient in the material. Avoid, as much as possible, reading from a paper or a ready 

script. 

 

Simultaneous Translation  

 If simultaneous translation is required, contact the meeting’s moderator/translator in 

advance and go over the presentation with them. For you, it is only fifteen minutes 

more of work, but as far as they are concerned- it is fundamental difference in how they 

will be representing you and the company.  

 Some interpreters translate "word for word" and some translate the main concept. 

Coordinate expectations before the meeting starts.  
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 If the material is not classified, make sure the interpreter receives the presentation 

beforehand, so that he/she can review it and get ready with the professional terms. 

 Give the interpreter time to translate you: Speak 2-3 sentences and make a break for 

translation. 

 

 

Screen Sharing (Zoom) 

In order to share a screen, click on Screen Share at the Toolbar (usually located below)- as 

marked in red in the figure: 

 

 

 

If you are only sharing a presentation, the Presentation Window should be selected as followed 

(highlighted in red in the figure below). If you share a presentation and video/a regular screen, 

select the screen (highlighted in blue in the figure below). 
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When Sharing Screen: Make sure you are sharing Audio as well- check the box marked in red 

below. Then click Share on the bottom right of the screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 Remember: When you share a screen, participants see what you see. So assure that 

you are in Slide Show mode and not in Presenter View mode. 

 

Camera 

 In a virtual format, face-to-face encounter is still important, so the priority is to be with 

an open camera.  

 Prepare in advance the background you will present: It can be a white wall, a conference 

room, a roll-up or a branded wall of the company (in exceptional cases- a virtual 

background).  

Avoid a background overloaded with objects which might distract the attention from 

you and the presentation.  

 Position yourself far enough from the camera so that your face and part of your upper 

body are seen, but still close enough so you will not "get swallowed" in the background.  

 Make sure to be with the face to the camera: Avoid a video transmission where the 

body side is seen. 
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Times 

 In meetings in which other companies from your country are present, make sure to 

stand up to the times given to you. Whether you have got 5 or 20 minutes, schedule the 

presentation so you can cover all the material and still leave a minute or two for 

questions and “unexpected inquiries".  

 Be focused (content-wise): If out of 10 minutes of presentation, you talked 6 minutes 

about the company- it means that in more than half of your time you did not talk about 

the solution itself. There is no need to talk too broadly or about the global market 

other than data that is critical to explain the solution. 

 

 

Local Business Culture 

It is advisable to read about the business culture of the country/ies from which the other 

persons arrive. 

This point is important for several reasons: 

 Serves as an "ice breaker" and facilitates a pleasant and successful interaction.  

 Shows your familiarity and interest in business activity in that market/geographic 

area.  

 Emphasizes the respect you have for those in front of you. 

 

And to end with a very Important Tip  

Listen to the audience: Listen to the needs of all the participants at real-time and note down 

references and comments- for your future use. 

 

 

We, at the Israel Export Institute, are glad to assist in any question and request.   

https://www.export.gov.il/en 
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