
 

Top 10 Tips for a Successful Conference Call 

Don’t forget that i-advize is an expert in organizing over 50 earnings conference calls each quarter alone. i-

advize currently assists clients in preparing for the calls, speech writing, presentations, translations and 

trouble shooting in order to ensure that each call is a complete success. Let us help you reach the next 

level in effective conference call events. 

*** 

1 - Showcase Management - Hopefully your best speakers also happen to be the Chief Executive Officer 

and the Chief Financial Officer. These are the parties you want to showcase each quarter as they are the 

ones that the market most wishes to hear from. The CEO will focus on the company’s strategy and outlook, 

any important recent developments as well as the industry landscape, just to name a few of the main key 

topics. The CFO shall review the financial highlights, focusing on the line items that most warrant discussion. 

The Investor Relations Officer or other officers can pipe in during the question and answer session; however, 

this varies depending on the situation. Speakers may alternate based on what is happening at the 

company during that specific quarter. Did the company make an important acquisition? Then you may 

want to showcase the VP of Acquisitions or the head of the new subsidiary. In most cases, the CEO and 

CFO are the ones the market wants to address in the questions and answer session. Consider that the time 

investment (most conference calls last under an hour, including the questions and answer session) and the 

impact, we consider their participation in each quarterly call a great use of their time. However, if these are 

not your best speakers, then work on them to make them better (see Tip #4). Always remember to sell 

management – you are working hard for your shareholders, remind them each quarter of how effective 

management is.  

2 – Focus on Key Takeaways - Market participants have limited time and a great number of calls to listen to 

each quarter. While internally, for you, the quarterly call 

may be a top endeavor, for a portfolio manager or sell 

side analyst, however, it is one of many calls they must 

listen to each quarter.  

Therefore, don’t inundate them with information that is 

not relevant to your company (the country’s GDP 

figures, for example) or facts that have already been 

discussed at length in the quarterly report.  Focus your 

call on 2 or 3 main “takeaways” so that they leave the 

call having taken something away from what they just 

heard. These takeaways could be “growing 

organically”, “focus on developing work force” and 

“cost controls”.  

Answer the question: what is the story behind the 

numbers?  Use the call as an opportunity to emphasize 

the company’s key vision and strategy. That is, what 

makes it unique in the marketplace and how the 

relevant quarter’s results bring the company closer to 

achieving its goals.  
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When listeners to the call hang up, they should be: 

 Satisfied with the information they obtained in the call 

 More confident in management than before the call  

 Able to name two or three main ideas that were discussed during the call 

3 - Prepare a Speech (Speeches) – In line with Tip 2 – Focus on Key Takeaways – ensure that each of the 

speakers has prepared comments or a speech that will enable them to remain on track during the call. 

Create an agenda or an outline of the call for each speaker and make sure you have all the necessary 

material on hand, freshly printed and clearly legible prior to the call start. While some speakers prefer to 

read from a script, others work better with less structure. Consider however that if you prepare the topics 

you want to discuss ahead of time, there is less of a chance that you forget the important points during the 

call or lose track of time.  

When reciting the speech, do remember: 

 Make a concerted effort not to sound like you are reading the speech, use a conversational 

tone 

 Only use language that you are comfortable with and that you are comfortable reading 

 Hit the main points with marked emphasis, for example, if you wish to highlight your new and 

improved corporate web site, make sure that the words “new and improved” don’t get lost in 

the shuffle. The varying intonations and rhythms not only make the call more interesting for the 

ear but they also draw attention to  the topics you want to emphasize. 

Put yourself on the audience’s side. How would you feel listening to your call? Would you think it was too 

long? Play your speeches back and listen to them. If you find them difficult to listen to, then consider how 

your audience feels.   

4 – Prepare a company presentation to accompany the speech – Oftentimes the conference call speech 

has no visible structure or direction. It is hard to tell what “section” the speaker is on, particularly if a 

participant dials into the call after the start. Additionally, if a speaker is referring to a particular line item in 

the income statement or the balance sheet, it would be helpful to see the exact information on a slide, 

with the relevant information highlighted for emphasis.  

In the event that the company has launched a new product or operation, it would be illustrative to insert a 

picture of the plant, or a diagram of a new development.  This could be the photo of a new product or the 

locations of the new plants on a map, for example. Guidance is also a topic of interest for the presentation. 

An entire slide can be dedicated to the guidance figures while they are being discussed.  

The presentation can also make a visual impact (related to Tip #2 –Focus on Key Takeaways) that can 

leave the participants with an image or important information ingrained in their brains.  

Some slide ideas:  

 Changes in main tables (i.e. how IFRS impacts financial figures – before and after) 

 New plants and operations: use photos, maps and diagrams 

 Charts and tables to illustrate comparisons 

5 – Prepare potential Q&A to address the toughest questions – This is perhaps most useful when the 

company is faced with a new or changing scenario. For example, a company who is doing a conference 

call for the first time ever can benefit immensely from having all the anticipated questions together in one 

document. Another example is in the event that the company is discussing a large-scale transaction such 

as a merger or acquisition. In this case, it would be helpful to have the answers to the tough questions at 
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hand in order to avoid potentially giving incomplete or unclear answers. Additionally, having the answers 

ready helps the company protect itself against discussing anything that it is not supposed to discuss. Thus, 

you can be sure to also have a clear idea of the questions you don’t want to answer and the information 

you are not willing to share as well as the information you will share.  

Consider these ideas when preparing the Potential Q&A document:  

 List of main questions asked at recent meetings or calls 

 Legally problematic topics and how to handle them 

 Prepared answers for those questions you don’t wish to answer 

 Discuss internally to brainstorm for potential questions that 

could come up 

 Review current events for any potential new information in the 

market that could come up in the call 

 Have all answers approved by your legal team well in 

advance to prepare any adjustments to those responses 

6 – Practice, practice, practice – Ensure that the speakers have read through the speech thoroughly prior 

to the call. Most importantly, make sure that they have read the speech out loud and that they are 

comfortable not only with the content but with the language and the format. If the speech is made in a 

language different from the speaker’s native language (i.e. the speech is in English and the speaker is a 

native Spanish speaker) then make sure that they are clear with the pronunciation of even the simplest 

words. It is always best to make sure you read it out loud at least once, to ensure that the pronunciation is 

correct.  

7 – How is the equipment? If your audio equipment has been with you for a while, perhaps it is time to 

consider upgrading your equipment. Talk to your IT department about new systems in the market (HD 

products are better sounding) that can help your call sound better and that are also more reliable.  

Currently, many companies are moving towards HD calls, which ensures crystal-clear sound quality. 

Looking into the new technology can make a big difference regarding the quality of the conference call 

experience for your audience.  Testing the audio quality of your call with the vendor a day or a few days 

prior can help identify any problems, such as echoing in large conference rooms, and you can plan for the 

necessary changes. 

8 – Reputable conference call provider – You want to make sure that you are working with a conference 

call provider who is used to dealing with the non-English speaking markets. This includes operators who can 

accommodate non English speakers and who have local toll free numbers available for participants who 

call the U.S. from outside the U.S. If you select a provider, make sure you always get the same operators 

every quarter. This way, the operator can become familiar with your company, your speakers and the 

special needs and preferences of your unique company. This will enable them to be prepared in the event 

of anything going wrong.  

Be proactive in having a contingency plan. A good conference call provider will be prepared to deal with 

disconnections, sound issues or technical problems. But be sure to review what the plan is, prior to 

embarking on a call with a conference call company.  

9 – Timing is everything – There is so much special care and time invested in preparing the speech, the 

report, the presentations, etc. Now it is imperative to ensure that the timing of the call is conducive to 

maximum audience participation. Some points to consider: 
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 Send out invitation to the call and reminders with 

plenty of lead time 

 Check that no other calls are happening at the 

same time that day and keep your competitors in 

the loop about the date and time you have 

selected so that they can schedules their calls on 

other time frames 

 Try to stick to the same times and phone numbers 

each quarter 

 Minimize rescheduling: once you select and time 

and send out the invitation, don’t reschedule unless absolutely necessary  

 Keep all your audiences in mind regarding time zones (i.e. Europe is several hours ahead of 

western hemisphere time zones) 

 Don’t schedule calls on or prior to major international holidays. Many people will not be in the 

office that day and, in some cases, the local stock exchanges are closed as well. 

(http://www.officeholidays.com/countries/usa/)  

 Keep time changes in mind (i.e. Daylight savings) so that you don’t print the incorrect times on 

the call 

10 – Inject Personality into the Call – Keep in mind that quarterly earnings calls can get monotonous, even 

for the most interested parties.  Also consider that one of the main objectives of showcasing management 

in these calls is to give the team visibility in the market and sell them as effective leaders. As such, CEOs and 

CFOs should take this opportunity to show a little personality. Displaying a sense of humor, using a 

conversations tone or injecting anecdotes in the speech does not only make the call more palpable, it 

makes it more interesting. Hopefully, people will look forward to your calls, and not dread them.  

Consider using: 

 Humor to lighten the mood 

 A conversational tone 

 Anecdotes about the operations, the business or the industry 

 In the Q&A session, referring to the person by name 

 Let your passion for the company show through   
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