
  

• 5-minutes in length  

• Each member gives Spotlight about every 15-18-months 

• Executive Director will schedule a new member’s first Spotlight soon after joining the group 

• Can use audio/visual aids, refer to page 2 for details about setup, etc.  

Most PEA meetings include a Spotlight talk given by a member.  As a new member, the 

Executive Director will try to put you on the schedule to give a Spotlight talk as soon as possible so you 

can introduce yourself and your business to the members.  

    

The Spotlight is a brief 5-minute introduction to your business.  However, with preparation before the 

talk and time management during it, you can present key points that will educate your fellow PEA 

members about who you are and how they can help you.  

  

Try to cover the following points:  

Your Background  

Briefly describe how you came into your business.  Just hit the highlights such as when you/it started, 

what career path led you to where you are now. Be brief, you can tell your story in more detail in the 

longer 20-minute Classification talk, which you will give as soon as you feel ready and there’s an opening 

in the schedule. Recommendation:  no more than a minute on this topic.  

  

Your Services  

Describe your services. Some points you might want to make are:  

 What is your primary target market? Important secondary markets?  

 Any specialty products or services that distinguish you from the competition?  

 Other information about your services/products that will help your fellow pea members give 

you leads?  

Recommendation: 2-3 minutes on the topic of your services.  

  

Giving You A Lead  

Sum up by describing what a good lead is for you.  Remember, the more specific you are about this, the 

more likely members are to remember and act on it.  Also, describe the best way to give you a lead.  For 

example, should the prospective customer contact you or should you contact them?  Do you prefer a 

phone call or email?  These may seem like irrelevant details, but a specific "route to action" is more likely 

to yield results than a general "Have them contact me…" Recommendation: 1 - 2 minutes  

 

 

 



 

 

Questions  

Ask if there are any questions and answer them briefly unless you're getting the "time's up" signal from 

the President, which is when he/she raises her hand in the chat box on the Zoom call.  At that point, 

there is time for only one or two questions.  

 

Logistics for the day of your talk:  

1. Are you planning on using a PowerPoint presentation? If you are, you have a couple options to 

make sure your PowerPoint is up and running Thursday morning: 

 If you’d like to use your own computer, then be sure to login to the Zoom platform by 6:45 

a.m., so we can test your audio and video. 

OR 

 Send your presentation to the peaworks@executives.org and we’ll have it all set up for 

you on the day of your presentation.  

 People on the phone only will not be able to see any slides or other files that you show on 

your computer, though, so keep that in mind when giving your talk. 

2. Are you planning on bringing pictures to share? 

 Our computer might not run the slideshow program you have on your computer! If you 

are arranging your pictures in a slideshow, please use PowerPoint.  Then follow the 

instructions above on how to best get us your presentation. 

3. Do you want to show something from the Internet? 

 It’s best to use your own computer if you want to show something from the internet. 

Please open the window PRIOR to the Zoom call, so that once screen sharing starts, the 

screen is ready to go. 

 Please keep in mind that Internet connection speed can be variable, and some website 

details won’t be seen by people who are only phoning in and not viewing a computer 

screen. 

4. Other tips for a smooth Spotlight talk: 

 We strongly suggest that you open the documents, website pages, or PowerPoint 

presentation you plan on showing to the members before the morning of your 

presentation. 

 Set up your computer, login and test video by 6:45 a.m. with the office staff. 

 

There’s also a guide for Zoom participation on the PEA website here:  

https://www.executives.org/members/zoom/  
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