Ten habits of highly successful conference moderators
Greg Clark
A successful event moderator must do ten things well to get an effective event:
1. Plan and Tell the Story of the event. Plan the sessions and process fully. Have an end-game and a story line from the start: be confident in the process and yourself. Tell the story of the event from the beginning. Define phases, exploratory, discursive, propositional, conclusive, etc .
2. Make the environment work for the participants and for you. Control/influence the total environment. Room, lay out, facilities, timing, breaks, light, sound, temperature, air quality, etc.
3. Investigate, empathise, and understand the participants. Focus on the participants and their needs: try to estimate the potential common ground and the key issues driving their attendance at the event. Find out what they need and want and make this part of the story.
4. Construct the discussion. Define the key questions and stick with them – focus on fundamentals and the big significant issues. Allow the details to support the big picture, not to substitute for it. Make the questions open so that they can have many different answers, and stimulate debate.
5. Momentum is your secret weapon. Develop and maintain momentum at all times. Momentum = energy and a dynamic event. Don’t allow other people to interrupt or control the momentum.
6. Participation encourages ownership. Get participation from the very beginning and maintain: do not allow domination. Make sure that people have voted, spoke, waved, smiled, etc at least once before you end your first engagement with them (eg the first 10 minutes of the event).
7. Solve problems actively. Solve problems as they arise, don’t ignore them. Some problems need to acknowledged and then solved outside the meeting/conference room.
8. Stay in role.  The moderator must never also try to become a speaker or commentator. Keep your own opinions to yourself, but use neutral proposition to drive clarity and consensus. 
9. Answers and propositions not more questions. Organise around possible answers. Focus on the answers, not on more questions. Propose and build answers from what people say. Don’t allow the event to become a competition to ask the best questions. Make people answer their own questions (this usually works). Build answers so that by end there is a big set of answers to key questions.
10. Get ownership of outcomes and solutions. ‘Conclude’ early and encourage others to embellish solutions and outcomes so that they are owned fully. Propose the conclusions at least an hour before the end so that they can be augmented and agreed.

