
Special Interest Groups 

Digital events and content engagement guide 

 

The purpose of this guide is to support Special Interest Groups (SIGs) in the delivery of online events 
and content. This guide provides a list of options available to you for engaging with members of your 
SIG and the wider CFA UK membership. Digital engagement can take the form of video and audio 
recordings, written material, online events and online meetings, networking and socials.  

 
Video and audio recordings 

CFA UK have a Zoom license available to volunteer groups including SIGs that can be used to create 
online recordings. 

Using Zoom you can either create a video recording using webcams or an audio recording simply 
using a microphone. 

Arranging your recording in eight steps: 

1. Decide on the objectives for your recording – what do you want the audience to learn? 

2. Select your speaker(s) / Interviewee(s) 

3. Email the team at CFA UK to coordinate a time – we ask that you contact us two or more 
weeks ahead. You can email Marissa Charles (mcharles@cfauk.org) and she will put you in 
contact with the right staff members.  

4. Prepare the format and the questions or points to be covered – make sure speakers are 
briefed. Decide if you will be interviewing or introducing etc. 

5. Ensure anyone being recorded has appropriate equipment – microphone, headset, webcam 
etc. 

6. Arrange a quick test with the staff and speaker a few days before the recording to check the 
equipment is producing high enough quality video and sound 

7. Ensure you have time booked out on the day to do a few takes – it is fine if anything needs to 
be redone as this can be edited out 

8. Once the recording is complete, the editing process will be handled by the staffed office 

 

Tips for best practice: 

- Shorter is better for engagement – aim for each recording to be no more than 20 minutes and 
five-minute recordings are very welcome 

- When you run the test, make sure all of the conditions are the same that will be used on the 
day including the room and lighting 

- Schedule your calls for daytime, so that you can take advantage of natural light. Position your 
laptop so that you're comfortably facing a window, but not in direct sunlight. This is going to 
bath your face in natural daylight and give the camera in your laptop the best chance of 
recording high-quality video. 

- Try to position yourself so that you're comfortable, and also a medium distance away from the 
camera, so that you appear as slightly more than head and shoulders. 

- If you do need to record in the evening, then try to find a desk lamp, ideally one with diffuse, 
soft light, and place that behind your laptop, so that you're facing it. 

 



Written material 

Written material can take many formats with each format having an appropriate tone and length. 
Examples include: 

- Profiles / short form (3-5 question) interviews with individuals 

- Listicles – e.g. five top tips, four best reads, ten steps to success 

- Opinion pieces / expert perspectives – about 500 to 1,000 words 

- White papers – detailed, researched, long form thought leadership that would typically be 
presented as a downloadable PDF 

 
CFA UK can help with advice on all of these formats. CFA UK’s Content Editor, Joanne Frearson, can 
help you to get the right tone, advise on word count and will proofread and edit anything submitted.  

Email Anna (apinch@cfauk.org) and Joanne (jfrearson@cfauk.org) for advice and submissions. 

Tips for best practice: 

- Clear, short sentences are best and try to minimise jargon 

- CFA UK has a house tone so may change your wording slightly to fit this 

- Short form articles like profiles and lists are quick wins that require minimal writing 

- Long form pieces like white papers create high value, high engagement and should be 
created with longevity in mind. Don’t be intimated out of proposing a white paper – CFA UK is 
here to help 

 

Online events 

Webinars are the most known and common online event, and we encourage you to use this format for 
all events with speakers, but don’t rule out the possibility of an online social. CFA UK’s zoom license 
can handle both formats. 

Webinar timings, formats & topics 

- CFA UK webinars usually take place on Tuesdays, Wednesdays or Thursdays at lunch time 
or late afternoon / early evening 

- We encourage you to deliver webinars with a niche topic/theme that will be of interest to those 
specifically within your SIG, during the evening slots  

- For topics/themes deemed relevant to the investment sector and to the professional interests 
of the wider CFA UK membership, we encourage you to deliver these as part of our 
Wednesday webinar at 1pm series 

- Niche events aimed at SIG groups will be free to SIG members and non-members  

- Mainstream events delivered as part of our Wednesday webinar at 1pm series will be free to 
SIG members but carry a £20 charge for non-members  

- We encourage you to deliver a balance of niche and mainstream events  

- We recommend about 45 minutes in total including Q&A 

- All webinars carry CPD  

- Speakers can just present to a webcam and/or use slides 

- You can have more than one speaker and switch between them during the session 

- We recommend managing the Q&A as written questions with the moderator posing them to 
the speaker 



Easy steps to deliver a webinar: 

1. Define your objectives – what do you want people to learn from your webinar? 

2. Refine your objectives and select a title and description that gives the key learning points – 
topics/themes should not be in the sole interest of the SIG leaders or third parties or conflict 
with any aims of the society 

3. Get in touch with Nicki Morris or Fliss Smith in the events team (events@cfauk.org) to discuss 
your webinar and secure a date and time – get in touch at least four weeks ahead of your 
preferred date window 

4. Secure a speaker or speakers who can deliver on your objectives 

5. Allocate a host – who will introduce and moderate Q&A? 

6. Refine your format – will there be slides?  

7. Provide the events team with full details of your webinar so it can be marketed to gather 
bookings – the sooner we receive this information, the sooner we’ll begin marketing your 
event  

8. CFA UK will manage bookings through Eventbrite and market the event through our weekly 
newsletter and social media channels  

9. Help to market the webinar through social media and your connections – Invite group 
members through CFA UK Connect by setting up an event on your SIG page  

10. Put the events team in touch with your speakers so they can ensure they have the right 
information and CFA UK’s speaker permissions form so we can make a webinar recording 

11. Help the events team to organise a test ahead of the webinar – this ensures that the speakers 
have the right technical set up including webcam, microphone etc. 

12. Attend on the day to support your SIG. CFA UK will host on their Zoom webinar licence and 
will provide technical support.  

 

Online meetings, networking and socials 

If you want to run a more interactive online session with your SIG members only, such as a small 
discussion, organised networking session, or regular socials for new members, you could manage 
and deliver this independently of CFA UK, using the meeting functionality within CFA UK’s volunteer 
zoom licence.  

Arrange your meeting or social in eight steps;  

1. Define the purpose of your meeting/social – what do you wish to achieve? 

2. Get in touch with Marissa Charles (mcharles@cfauk.org) to discuss your online 
meeting/social and to secure a date and time – we need to block out time for your SIG to use 
the volunteer zoom licence as this is used across all volunteering groups – get in touch at 
least two weeks ahead of your preferred date window 

3. Our volunteering team will set up your meeting/social in our CFA UK Volunteer Zoom account 
and provide you with a Zoom link to distribute to your SIG members  

4. Create an RSVP only event on your CFA UK Connect page and include the Zoom link – for 
tips on how to set up events in Connect, please read our Connect Functionality guide.  

5. Invite SIG members to the event 

6. Manage your attendees using Roster admin on CFA UK Connect – see who has RSVP’d, 
send reminder emails and key information before the event  

7. Organise a test ahead of the webinar so you are familiar with all the functions in Zoom and 
feel confident delivering the session independently of CFA UK  



8. Manage, host and deliver the meeting/social on the day  

Tips for best practice: 

- Where you have high levels of interactivity you will want to have fewer attendees so you 
everyone has a chance to contribute  
 

- Zoom has a functionality called ‘breakout rooms’ that would allow you to start an online 
session with everyone hearing the same introduction before pushing attendees to separate 
spaces where they can communicate in smaller groups 


