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Your role

You are the connector (or narrator). You set the scene, infroduce the players, hold the story or
'‘golden thread' between all the talks or roundtable talking points, navigate Q&A (write down those
questions!), and bring the session to a useful conclusion.

You are the organiser. Depending on how good the event host is, you
may gather bios, connect and brief speakers ahead of time and on the day,
check slides for sense and legibility, agree timings, keep speakers to time,
make sure at a roundtable that everyone gets a chance to speak,
manage egos and field questions (have some in your back pocket)!

You are the friendly host. Help speakers and audience feel at ease:
make eye contact, smile when you can, bring energy to the event,
organise yourself & your notes so you can focus on people, be yourself
as much as possible (Funnye Passionate¢ Serious<e.. They can all work!)

These tips are from a session on 27 Nov 2024, hosted by Muse. See below to join in future!
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Diverse Voices: Chairing essentials Manchester

PREP (early on)

Judge & decide: is this the right event for you to be involved ing Profile, topic, audience?

Research the host: Are they well-regardede Organised?e Can they draw good speakerse Do they
respect diversity and inclusion across the whole event? Do you feel they know your skills or are you
a tick-boxe Can you insist on diversity<e

Research the speakers: Via the host, LinkedIn, org. websites, Google.
What will they contribute — or be promoting? How can you support theme
Can you thread together a good conversation?

Are these people you'll want to connect with after?

Research the audience: As with being a speaker - who are they?
Knowledge, priorities, size!
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PREP (2 weeks out-ish)

Connect with your speakers. You are a team! For roundtables, send a note to each and offer a
call. Ask them to send you talking points. Organise a group call to say hi and check for cross-overs.

Prepare: What insight can you concisely kick off withe Rehearse — use keywords rather than a script
that can trip you up. Check pronunciations! What questions will you ask to start Q&A, or if audience
has nothing?

Logistics: Find out and share - if the host doesn't -— info on audience, seating, 6

Alexandra Notay - 1st
Award-winning leader in ho

AV and microphones, access, who's before/after, where to meet etc.
Promotel Most event organisers now share LinkedIn blurbs for you to relay; msPEANGAT |
M H Cityscape | 11-14 NOVEMBER 2024
take advantage or share your own post on your upcoming session. ol | RS m
s Tomorrow 'y
Flex (a bit) — Speakers may send a proxy or drop out. If you're faced with ] o ]
an all-anything panel, suggest peers/Diverse Voices. Walk away only as a o vm T =

last resort. Your 'walk-away option' is stronger as a speaker than as chair.
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Diverse Voices: Chairing essentials Manchester

On the day & after - Put all your preparation to work! Also...

Personal prep: Be comfortable & practical - have pockets; think about seating and skirts; have @
few biros and a notebook; print your brief with lots of margin space; wear a watch so you're not
looking at your phone to check timings.

'Float' your attention: You don't have to note every word but listen for the sense of each talk and
note connections, possible questions, infriguing bits the audience might like.

Enjoy it! Panels are rarely longer than Thr; roundtables 1.5nrs. It will fly!
On a panel, speakers do the heavy liffing. On a roundtable, you need to
be more alert to fairness, body language and content, so have a buddy.
That feamwork can be exciting too.

Connect with speakers, audience and on social media (ask for a photo)

Know your worth: when you've chaired several times to good feedback,
consider requesting a stipend (or trade) for you or your organisation.
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Diverse Voices Network — About us Manchester

For members:
« Seventsin 2024 / Year 1!
« Presentation coaching
« Development and support

* Profile — and a network that's
not all about G&Ts!

« Good free resources

« A chance to shape the offer
For the sector:

« Strong speaker bank

« Fresh ideas and voices

« REAL social impact

Backed by Muse, Hatch...and you?

hitps://futureofgreatermanchester.com/diverse-voices-network/
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Where we're aming: a Speaker Bank for GM Manchester

The Future of London Speaker Bank
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Cordelia Osewa-Ediae
Director & Consultant | Cemsed Consultancy

Professional background: Leadership development, Diversity, E
Strategy, Coaching, Public Speaking, Board Governance.

Speaking experience: Keynote Speaker, Chair/Moderator, Fac

Speaker topics: Inclusive leadership, Bespoke leadership devel
DEl strategies and implementation, Allyship, Corporate social rg
Responsible Business strategies, Social mobility & Youth employ

Cordelia is a strategic leader with 15+ years' experience of lea
and inclusion (DEl), social mobility and talent development initi
sectors. At BT Group, Cordelia was pivotal to creating the first s
DEl goals and targets, weaving DEl into the company's Respon
agenda, designing the first group-wide psychologically safe re
programme, and spearheading the first ethnicity pay gap repq
her impact, she was awarded the 2024 BT Group Race Equity d
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This is a pool of speakers, as sister Future of London has set
up, who know their stuff, are respected for their insights,
and are confident & able to speak well at roundtables,
panels, workshops or on the conference stage!

BlossomYoung et Forbes ok o= Tell us what you need to get there, or when you're ready
Echas to sign on. collette@futureofgreatermanchester.com
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