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Protocol and Etiquette for Leading a Conference Call
Q & A

by Paula Elsinghorst

Question: 

Our organization just contracted with a company to provide teleconferencing services.
What should I be aware of when leading a telephone conference call?

Answer: 

First, when setting up the call, be sure that all participants know the date and time of the
call (be sure to specify the time zone), and who will originate the call.  The leader should
try to set a time that is convenient to all participants, given the parts of the world from
which everyone will be calling.

If the teleconferencing service has provided a specific telephone number and code that
is to be used to join the call, be sure that all participants have this information prior to
the call.

Publish and distribute an agenda so that all participants receive it at least 24 hours
before the call.  Be sure to include all the additional documents (spreadsheets,
proposals, graphics, etc.) that people will need to fully participate in the call.

As the leader, you are responsible for keeping the call within the stated beginning and
ending times and for keeping the participants focused on the agenda.

As you open the call, briefly review the purpose of the call, and ask each person who is
participating to introduce himself or herself, then to state any other important information
such as their location, job title, or area of expertise.

You are also responsible for keeping everyone engaged.  Throughout the call, you may
need to summarize the "threads" of conversation and to specifically direct questions to
people who have not contributed to the discussion.

Before ending the call, ask participants for any final thoughts or comments.  Then be
sure to thank everyone for participating.

Next issue – How to participate in a conference call.


