
 

  
How to moderate a panel  
 

1. If possible, have a say in the panelist selection 
● You were asked to moderate because of your domain expertise, otherwise 

decline politely or change it towards a topic you feel comfortable with. 
● Review the panelists and assess the likelihood of a lively interesting panel.  
● Try to make suggestions to the organizers on gender balance to avoid bias.  

2. Prepare for the event  
● Check panelists profiles deeply in linkedIn, search for news and past stories.  
● Review current roles, past career moves, personal stories, quotes from 

presentations they’ve given or articles they’ve written.  
● Any unusual finds such as sports or charity work will be great intros to questions 

 
3. Introduce the panelists via email and ask for input  

● Send your panelists an email introducing each of them, include their bios so 
they have a chance to say hi and connect  

● Ask them to suggest questions they would be happy to answer  
● Ask them if there are any topics they are not comfortable or allowed to discuss  

 

4. Share with the panelists your plan via email  

● Once the panelist reply with suggestions, build a list of questions 
● Check current news on the keywords for flow intros “last week the famous case 

of x reminds of this topic, what is your view on…? “  
● Send the panelists the list with full details and ask for feedback 

 

5. The same day, before the panel, meet and rehearse  
● Invite the panelists for coffee/breakfast before the panel. Not immediately 

before as you want to keep track of the conference mood and topics discussed.  
● Introduce everybody, review the questions and flow, discuss seating 
● Do a dry run where they have a chance to experience the flow  
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6. Know your audience 

● Ask the organizers about the audience profile and share it with the panelists 
● The younger the audience, the faster the time per topic.  
● Make sure the audience is engaged, speak facing them, adapt language.  

 

7. Make the key information easy to find  
● Make a background slide with panelists names, titles and company logos  
● Include the panel title and a question to frame it within the conference context  
● Include panelists Twitter handles and hashtags to encourage questions  

 

8. Manage panelists time  
● Give panelists a set time, i.e. 2 minutes per question 
● Agree with panelists a secret signal to wrap-up, such as touching your forehead  
● If everything fails, just say, in one minute, summarize your view…. 

 

9. Stay on time 
● As a moderator make sure you manage time effectively.  
● Make all panelists feel valued in the same measure give them the same time.  
● Tie questions to manage all rounds, and leave time for Q&A  

 

10. Don’t be afraid of problems, prepare.  
● Have an emergency contact ready to take over in case a panelist can't make it. 
● If the panelists are monosyllabic answering questions, ask them for stories. 
● If everyone agrees to everything it may be boring, generate points of view. 
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