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Podcasting Trainee Manual 
 
 
 
Outcome of the workshop:  At the end of this workshop you will have the technical and 
creative skills to produce, record and edit a podcast.  You will also be able to upload your 
podcast to the SYN website and engage with SYN’s online community of youth media makers. 

 

What is a podcast? 

A podcast is a digital media file, or a series of such files, that is distributed over the Internet 
using syndication feeds for playback on portable media players and personal computers. The 
term ‘podcast’, like ‘radio’, can mean either the content itself or the method by which it is 
syndicated; the latter is also termed podcasting. The host or author of a podcast is often 
called a podcaster. The term ‘podcast’ is a portmanteau of the acronym ‘pod’, which stands for 
‘Portable On Demand’ content, and broadcast, where ‘cast’ refers to the idea of broadcasting 
the content. The meaning of the word ‘pod’ has also been attributed to Apple's portable music 
player—the iPod—but the acronym ‘pod’ not only predates the iPod itself, it adequately 
explains the concept.  

Though podcasters' web sites may also offer direct download or streaming of their content, a 
podcast is distinguished from other digital media formats by its ability to be syndicated, 
subscribed to, and downloaded automatically, using an aggregator or feed reader capable of 
reading feed formats such as RSS or Atom. 

Podcasts made by SYN programmers and members can be found at syn.org.au. [insert links] 

 
Steps to podcasting 
 
Preparing = listening to podcasts and thinking about the kind of podcast you will make 
Planning = creating, outlining, and scripting your ideas and materials  
Recording = producing high quality audio  
Editing = cleaning up and shaping your podcast   
Reviewing = assessing and revising the final podcast  
Publishing = uploading your podcast and setting up RSS feeds 
Networking = interacting online with other youth media makers on SYN.org.au 
 
 
 
 
You can work in groups of two or three to make one podcast composed of several linked 
segments.  Each person can present a segment and help to produce of the rest of the podcast. 
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Step 1. Preparing Your Podcast 
 
 
Brainstorming Exercise: 
 
Using the Brainstorming Worksheet, think about what ideas inspire you to make a podcast 
and what form or genre you would like your podcast to take. 
 
  

Step 2.  Planning your podcast 
 
Interesting content + quality audio = great podcast 
 
Use the Podcast Guide (Appendix A) to think about: 
 

• What makes interesting content? 

• Who are your audience? 

• What is quality audio? 

• What other media can be used to enhance your podcast? 

• Is all of your audio compliant with copyright standards? 
 
Your podcast 

Working in groups of two or three, each of you will present a segment and help to produce the 
rest of the podcast. 

Using the Podcast Genre Guide (Appendix B), decide within your group what genres of 
segments you will each be presenting and, as a group, which style of podcast you will be 
making. 

Road mapping or outlining your podcast 
 
Now that you have a strong idea about what you want to podcast about and what form it will 
take, it’s time to outline how your segment will run.  
 
 
Planning exercise: 
Take the ideas you came up with when you were brainstorming and develop your segment 
ideas further. Using the segment planning worksheet, organise your podcast ideas into an 
outline.  
 

 
Script Writing 

 
Why use a script? 

• Preparation 

• Confidence 
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• Ease of listening 

 

Role of the Script  

Being prepared will allow you to relax and be confident about your material. Listeners should 
have the impression that they're being spoken to, rather than read to. 

Think – Say – Write 

With any communication, the first thing is to decide what you want to say. Speak the script 
aloud as you write it. Don't write it in your head, but write from the sounds you make as you 
speak. Think about what you want to say then say it out loud—write it down, say, write, say, 
write … 

Remember, if you can't read the script without stumbling over parts of it, it's unlikely that 
anyone else will be able to either. Don't waste time practising a difficult script - your time is 
better spent rewriting the original until you can read it easily. 
 
Conversational Language 
 
Write the way you speak. The overall style should be conversational - not sloppy, but more 
casual than writing a report or story. 

Compounds like I'd, shouldn't've and this'll will sound quite natural in spoken word - they're the 
elements of a living, spoken language.  It is okay to use them in your script! 

The only way to check that it is written in a conversational style is to read it aloud. 

Always read your script aloud before you record. 

Make sure it reads easily and sounds natural. 

 

How to write an interesting script: 

 
The Listener and You 
 
Think about the relationship you wish to create between you and your listener and talk to your 
audience as individuals. 
 
Capture Your Listener 
 
Capture your audience with your very first words and keep hooking them in. Don't spend too 
much time getting into the subject - start with an intriguing idea which will entice the listener to 
stay with you and follow with explanation.   
 
Include a short summary near the beginning to give the listener an idea of what to expect as an 
enticement to keep listening. 
 
Build Visual Images 
 
Tell stories, build pictures and use descriptive language for colour and meaning. Use 
examples, describe things, and make analogies.  
 
Key Words & Ideas 
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Know what the key words or ideas are and make sure they will be heard. 
 
Build up to a good ending  
Present your conclusion in a way that will be remembered by the listener. 
End with a summary and a reference to the main points to reinforce what you've said. 
 
The final word is the one that is most likely to be remembered. 

 

Scripting Exercise: 
Write a script for the intro to your segment.  Read it out loud to your group.  Does it sound 
natural?  Does it signpost what you are going to do in a way that engages the listener?   

 
 
Running Sheets and SYNboards 
 
A smooth production relies on good organisation and teamwork.  Running sheets help you to 
organise your time and let everyone know what they should be doing. 
 
 
Roles 
 
The role of the presenter is to present the segment. 
 
The role of the producer is to oversee the production of the segment.  They need to be 
aware of the time and to notify the presenter when to wind up or move on to the next part of  
the segment. 
 
The role of the audio technician is to maintain the standards of quality audio throughout 
the recording. 
 
 
As you prepare your podcasts, ideally you will have the chance to try out each role. 
Each participant will present their segment with one of their team working with them as the 
producer, and the other as audio technician.  Everyone (presenter, producer and audio tech) 
will benefit from using the running sheet to know exactly what is happening and what they 
should be doing. 
 
Elements of your podcast: 
 
Intro: Introduces the whole podcast, introduces the group, states themes or topics, maps out 
what will be happening throughout the podcast. 
 
Bridges between segments: provides links between each segment, can be done using a 
voice over or musical theme or both. 
 
Outro: Wraps up the podcast and reminds the listener of what they heard, themes, ideas, 
guests, etc.  Reinforces the key ideas or themes of the podcast. 
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Road mapping exercise: 
Use SYNboards to create running sheets and write scripts for all parts of your podcast. Try 
the Flow Chart SYNboard or if you have Excel try the Spreadsheet SYNboard. 
 
 

 
 Step 3.  Recording your podcast 
 
Getting Ready to Record 

Before you record your podcast it is important to understand a few things about microphones 
and mic technique. 

Microphones and Microphone Technique: 
 
Good audio starts with knowing how to use your tools: 
 

• Know what kind of mic you are using, how they work and how to get the best sound; 

• Mic technique: know where to speak and how to speak 
 
The Headset Mics provided for this workshop are omnidirectional mics: 
 
Omnidirectional microphones pick up sound from all directions and are relatively less sensitive 
than other mics to wind, breath and handling noises.  However, it is best not to breathe or 
handle the mic while recording.   
 
When using the headset mics: 
 

• Be sure that the mic is not too close to your mouth to avoid popping sounds;   

• Likewise be sure it is not too close to your nose or in the direction of your breath to 
avoid picking up your breathing sounds;  

• It is ideal to have the mic about one handspan away from your mouth;   

• Always have the headphones on while you are recording so that you can hear not only 
your own voice but the other sounds that are happening around you;   

• If there is too much loud background noise you may need to move away so that the 
sounds does not interfere with your audio;   

• Never ever put the mic in your mouth. 
 
NOTE:  These microphones work best with only one presenter. They can be split to enable two 
presenters but it is not ideal. 
 
If you are using a portable recorder (iPod or iRiver) you may find yourself using a handheld 
microphone. 
 
There are two basic types of hand held mic: 
 
Omnidirectional 
An omnidirectional mic picks up sounds from all directions.  
It’s a good general purpose mic, particularly useful for interviews and ambient sounds. 
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Cardiod mics 
These mics are directional, and they’re more sensitive to sounds coming from one particular 
direction, often the front of the mic.  Cardioid mics are good for favouring one sound while 
rejecting another from a different direction, but you need to know what you’re doing. 
Find out what kind of mic you will be using, so that you know how they will function during the 
recording. 
 
Using Handheld Mics: 
 

• Hold the mic firmly but comfortably, and well away from the connection at the bottom; 

• Support the lead so that it doesn’t sway or knock against chairs, tables, yourself etc.; 

• Don’t let rings or bracelets knock against the mic or the lead; 

• Don’t grip the mic too hard - your hand will go numb and may start shaking. If your arm 
does start to feel tired (and it will), simply ask the interviewee to pause for a moment, 
and swap to the other arm/hand; 

• Don’t move the mic around in your hand as you use it - this will cause mic bumps on 
the recording. 

 
Voice! 
 
You have written a script, learned about what type of mic you will use, now you are ready to 
record it.  Think about how you plan to use your voice.   
 
There is not a ‘correct’ way of speaking; but you can develop your voice so that you 
communicate effectively and so that your listener stays interested and keeps listening.   
 
What you can do: 
 
Relax your torso, head, shoulders and throat: these are the key areas that your voice travels 
through.   
 
BREATHE! It's okay if your listener hears you breathe. This is a completely natural occurrence 
and necessary for life! 
 
Projection. This goes hand in hand with breathing. You don't have to shout to be heard, but 
you do have to have ENERGY behind your voice. If you're not breathing, you can't possibly 
project and your voice is going to sound weak.  
 
 
  
Try this exercise: place your hand just below your rib cage, above your belly. Breathe into this 
space, making sure not to lift your shoulders as you inhale. You should be able to feel your 
belly expand. Breath out slowly and see how long you can make the breath last. Use this 
technique when you're tracking to keep your voice strong. 
 
 
 
Personality - let it shine through. Don't be afraid to let your personality come through in your 
voicing. Part of this will be done with your writing, but you need to be able to translate your 
personality through your voice.  
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Recording Your Podcast 
 
You will be recording your podcast onto your computer using either Audacity or GarageBand. 
 
Watch the recording demonstration, or check out the demonstration videos on your USB or 
online at [add new links] 
 
 
 
Recording Exercise: 
Record the intro to your podcast segment. 
Listen back to the intros in your groups: 

• How do they sound? 

• How can you make them better? 
Now record all of your segments and podcast intros, outros and segues. 
Remember to swap between being presenters, producers and audio techs. 
 
 

Step 4.  Editing your podcast 
 
Before you edit your podcast it is important to understand a few basic things about audio 
quality. 
 

Audio Guidelines: 
 
Have a look at the Audio Guide and think about what to listen for when you are editing your 
audio. 
 
Before you start editing listen to some examples of good and bad audio online at 
[add new links] 
 
Great editing makes a huge difference to the sound of your podcast. 
 
Watch the editing demos because you will be editing yours next! 
 
 
 
Editing Exercise: 
Edit the recording you made of your segment intro   
Listen back as a group. 

• How do they sound? 

• How can you make them better? 
Finish editing your segments and podcast intro, outro and segues. 
Add some (royalty free) background music to your podcast if there is time! 
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Step 5. Reviewing your podcast 
 
Critical listening and feedback are excellent ways to find out how your podcast sounds, what 
makes it great and what could be even better.  It is a great way to learn from one another’s 
experience. 
 
Listening Exercise: 
In groups of six or more, listen to each other’s podcasts and fill out the Podcast  
Evaluation form, listen for the things that work and the things that could be better. 
 
If there is time, go back and re-edit podcasts. 
 

 

Step 6. Publishing your podcast 
 
 
Publishing Exercise: 
 
Using the Audio File Types info sheet, find out about the various file types you can save your 
podcast as. 
 
To publish onto the web you will need to save it as an mp3.  Do you know why? 
 
 
Steps to Publishing on syn.org.au: 
 

• Save podcast as mp3 

• Log in to your blog/page 

• Use the upload media function 

• Label your audio file 

• Create a link 

• Add other data (links, photos, etc) 
 
If you need to see that again have a look at the demonstration video. 
[add new links] 
 
Publish your podcast on the syn.org.au using the login and password provided  
by your trainer. 
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APPENDIX A: Podcast Guide 
 
Content, Content, Content – make sure what you are saying is informative, educational and 
entertaining. 
 
Like radio, podcasts are often something people listen to while they are doing something else.  
You need to make it interesting and engaging.  One key way to ensure that your podcast is 
interesting is to talk about something that YOU FIND INTERESTING.  Listeners pick up on 
your enthusiasm and your tone; make sure you choose something that interests you.   
 
Likewise, because SYN is a community broadcaster, one of our goals is to broadcast young 
peoples’ voices and experiences in ways that may not be reflected in the mainstream media.  
This is your chance to tell YOUR STORY and share YOUR VIEWPOINT.  
 
There are a few guidelines about what you can and cannot do in your podcast: 
 
You can’t: 

� Say anything that could be seen as racist, homophobic or discriminatory 
on the basis of gender, religion, age, nationality, or physical or mental stability; 

� Incite or encourage violence or brutality; 
� Promote the use of alcohol, tobacco or any illegal drugs; 
� Say something that might harm a person’s reputation or lead people to 

ridicule, avoid or despise that person. This is defamation, and it is illegal. Any 
living person, or a business, school, religion or charity can be defamed; 

� Steal other people’s material, be it from a newspaper, book or TV show. This 
is plagiarism, and it is also illegal. You must credit people for their material. 
(*for more info see copyright section). 

 
However, you can: 
 

� Say things that are true – but you must be able to prove that it is true; 
� Use satire – as long as your listener knows that you are being humorous; 
� Make comments that are your opinion – as long as the facts are clear. For 

example, you can give a review of a movie, because people can easily go to 
the movies and disagree with you if they want. Your opinion must not include 
any of the above discriminatory remarks. 

 
Audio quality is just as important as great content.  After all of your hard work putting together 
your words and ideas you want listeners to hear you clearly and to understand what is 
happening on your podcast. 
 
Be aware of: 
 
LEVELS – the volume levels of the audio piece should be consistent throughout, not too quiet 
and not too loud 
CLIPPING – cutting bits off unintentionally 
MUSIC – make sure any background music is at an appropriate volume level 
PAUSES – long silences are confusing to the listener 
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NATURAL SPEECH – cutting and pasting words and/or sentences is fine, but we need to 
attempt to make the talking sound as natural and fluent as possible 
 
Other aspects of your podcast: 
 
Provide extra information on the website – include images, links and text to enhance your 
podcast.  Write a short paragraph that describes the great things that your podcast contains, to 
entice the audience into listening. It also helps people who might not be able to listen on 
their computer (maybe the audio is blocked, or they’re in a quiet office), so they can check out 
the main points of your media by reading a bit about it. 
 
And now a few important words about Copyright: 
 
All of the audio used in your podcast must be original material or royalty-free audio. 
 
You cannot use audio or other materials that are protected by copyright.  This means that 
someone else has created them and has the rights to their usage.  When they are used on 
radio or over the internet the copyright owner must give their permission.  Likewise, playing 
commercial music in your podcast will incur royalty fees. Trust us, you really can’t afford it so 
please stick to royalty-free music.  Here is a list of some royalty free music sites: 

• http://ccmixter.org – CC sound remix tool and archive 
• http://www.opsound.com – CC music archive 
• http://www.magnatune.com – CC record label 
• http://jamendo.org – CC music distribution site 
• http://freesound.iua.upf.edu/ - collaborative database of CC licensed sounds 
• http://cchits.org/ - collaborative podcast where users can contribute, find, and share 

music under CC licences 
• http://www.artistserver.com/ - music community 
• http://soundtransit.nl/ - archive of “field recordings” from various locations around the 

world published under a CC Attribution licence 
• http:// freemusicarchive.org/ - free music downloads for use in podcasts and video 

production 

Please note that most of the music on these sites are released under the Creative Commons 
Attribution-ShareAlike license (a copyleft license similar to those used in the free and open 
source software communities) or are placed in the public domain (the license information for 
each song can be found under the song link). The Attribution-ShareAlike license requires that 
you attribute the works to their original authors/musicians (attribution), and that any derivative 
works (anything you make using the sound files) be licensed under the same license (share 
alike).  Always check the license of the music that you are using from any site. 
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APPENDIX B: Podcast Genre Guide: 
 

There are endless styles of audio programs and podcasts. This workshop will use some of the 
basic styles of podcasts and segments to help you to create your podcast.   
 
Your group will be producing one podcast made up of several segments. Each of you will 
produce a segment based on the Brainstorming Exercise. As a group, think about what style of 
podcast you would like to make. Also think about which genre best suits the segment you have 
planned and how that will fit into the overall podcast. 
 

Podcast Styles: 
 

Overall Style Characteristics Can include 

Magazine style podcast Upbeat, and entertaining, this 
style tends to focus on 
entertainment and culture, 
often all of the segments are 
loosely based on a particular 
theme. 

May include a number of 
different style segments 
such as: reviews, debates, 
comedy, advice, interviews, 
vox pops, short reports or 
updates, may have one or 
two ‘hosts’ to connect 
segments.   

Documentary or feature-
style podcast 

An in-depth look at a 
particular subject through 
several different styles of 
segments all focused on one 
particular subject.  Frequently 
uses a narrative style of 
investigation to link segments. 

Uses a mixture of 
commentary, debates, 
reports, interviews, vox 
pops and soundscapes. 
Often uses voiceover to 
connect segments. 

Journalistic podcast Similar to the magazine style, 
but with a more investigative 
and journalistic tone.   

Can present reports, 
investigations, interviews, 
vox pops, reports, debates 
and reviews. 
 

Everything podcast A combo podcast serving up 
a little bit of everything, can 
be both serious and fun! 

Pretty much any segment 
genre that inspires you! 

 

Segment Genres 
 

Genre Characteristics  Works well for: 

Comedy Humour and satire Good humour often 
dissects or critiques daily 
life and human nature and 
can also offer a critical, but 
entertaining, look at current 
affairs and politics. 

Review Analysis and discussion of 
media products such as film, 
television, music or games. 

Reviews can be useful for 
looking critically at popular 
culture or thinking about 
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Relies on clearly articulate 
opinions. 

how we engage with other 
media. 

Soundscape Audio montage of sounds 
collected from field 
recordings, can include voices 
as well as ambient sounds.   

This can be a conceptual 
piece that relates the 
feeling and sounds of a 
particular space or place.  

Investigative report Research and analysis that 
investigates a particular idea 
or event.  

Useful for looking at 
aspects of politics and 
current affairs but can be 
used to think about daily 
things we take for granted 
on a more complex and 
deeper level. 

Advice Questions presented and then 
answered by an expert. 

This can be either 
entertaining or serious.  
Advice style segment can 
be used to deal with 
serious subjects that can 
be awkward to talk about.  

Debate A moderated discussion 
about the pros and cons of a 
particular topic. 

Good for presenting 
complex issues and looking 
at multiple aspects and 
effects of particular 
agreements 

Opinion Piece Your opinion about an issue 
or idea.  Generally an in-
depth look at a particular 
subject. 

Good for  

Drama/ Audio play A story dramatised through 
audio 

Telling a fictional story 
using audio and sound 
effects 

Interview Most commonly the interview 
is a series of investigative 
questions, directed at one 
person.  Often the interviewee 
is a celebrity or specialist in a 
particular field of knowledge. 

Interviewing is a good way 
to present a human voice to 
a particular idea or 
hypothesis that you may be 
exploring in a documentary 
or feature.   

Vox Pop These are unplanned, on the 
spot interviews with ‘regular 
people’.  Translation literally 
means ‘voice of the people’. 

Vox Pops are a good way 
to find out opinions of non-
specialists on ideas or 
issues. 

Suggested listening: 
 
Magazine style podcast: Sunday Night Safran (JJJ), Definitely Not The Opera (CBC) 
Documentary or feature style: Hack (JJJ), Background Briefing (ABC) 
Journalistic podcast: Panorama (SYN), Greenlight (SYN) 
Everything podcast: NPR Youth Podcast, This American Life (NPR). 
 
 



 

13 

© Student Youth Network Inc. 2010 

 

 

APPENDIX C: Audio File Types 
 

.wma The popular Windows Media Audio format owned by Microsoft. 

.aif 
 

The standard audio file format used by Apple. It is like a wav file for the Mac. 

.mp3 MPEG Layer-3 files - the most popular format for downloading and storing music. By 
eliminating portions of the audio file that are essentially inaudible, these files are 
compressed to roughly one-tenth the size of an equivalent PCM file while maintaining 
good audio quality. 

.ogg A free, open source container format supporting a variety of codecs, the most popular of 
which is the audio codec Vorbis. Vorbis files are often compared to MP3 files in terms of 
quality, but the simple fact that mp3 files are so much more broadly supported makes it 
difficult to recommend Vorbis files. The name comes from the gaming term ‘ogging’ in 
Netrek. 

.wav Wave file - standard audio file format used mainly in Windows PCs. Commonly used for 
storing uncompressed (PCM), CD-quality sound files, which means that they can be 
large in size - around 10MB per minute of music. 

 

File Compression and Formats 
 
File compression is a good way to make the most of the memory storage you have available. It 
makes the file size a lot smaller and much easier to move around and save. 
 
There are a multitude of different file formats available, some used for different types of files, 
some developed by companies to encourage people to use their specific product.  
 
For reference: bitrate refers to the quality of format. It is the amount of data that is used per 
second of your media.  
 
As a reference for audio:  
 

• 32 kbit/s — MW (AM radio) quality 

• 96 kbit/s — FM radio quality 

• 128–160 kbit/s — Standard Bitrate quality; difference can sometimes be obvious (e.g. 
bass quality) 

• 192 kbit/s — DAB (Digital Audio Broadcasting) quality. Quickly becoming the new 
'standard' bitrate for MP3 music; difference can be heard by few people. 

• 224–320 kbit/s — Near CD quality. Sound is nearly indistinguishable from most CDs. 
 
Different audio file formats include: 
 
Mp3 – short for MPEG-1 (Moving Pictures Expert Group) Audio Layer 3. MP# is a digital audio 
encoding format, the most common source of internet audio since 1995. Usually 1/10th of the 
size of an audio CD – 1 minute is 1MB. An MP3 is created using a bitrate of 128 kbit/s or 192 
kbit/s. 
Wav – is short for WAVE or Waveform Audio Format, it is a Microsoft and IBM audio file format 
for storing audio on PCs. However, it is readable on Macs. Wav files are uncompressed, and 
hence quite large. CDs use a different format altogether, called Red Book.  
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APPENDIX D: Podcast INTERVIEW GUIDE: 
 
Interviews are a great way to explore an idea in-depth, to learn more about a particular opinion or to tell a great 
story.  Here is a basic guide to using interviews in your podcasts. 
 
Here are some key steps to a top interview: 

a) Research: know your interviewee and what it is you’re focusing on. 
 
b) Angle: work out how you’re going to tackle the talk. You might frame it as an open discussion, or hone in on a specific point 

that you and the audience would find particularly interesting. 
 
c) Preparation: after your research you’ll be armed with your extensive knowledge of the interviewee and the topic of the talk, 

so frame some key questions to refer to during the interview. 
 
d) During the interview: try and stick with your prepared line of questioning, but be prepared for unexpected changes in the 

line of conversation.  LISTEN to the responses the interviewee gives: often the interviewee will throw something interesting 
into the mix so jump on it and get them to expand further. 

 
 

Questions: 
 

• Ask “open” questions that will get interesting answers. Never allow your guest to get away with a “yes” or “no” answer! 
  

• Keep questions short and clear – 2 long-winded questions in 1 (double-barrelled questions) will confuse your guest and 
audience. 

 

• Make sure you ask a question, not a statement! For example, if you say, “I think your new album is really diverse and 
different from your last…” don’t expect a good reply. 
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PREPARE YOUR INTERVIEW 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Angle:  The first thing you need to figure out is your ANGLE. Ask yourself why you are interviewing this person. You must have an angle for the 
interview to enable you to keep it on track and focused 
 
 
 
Lead-In: Once you’ve decided on an angle you can start writing a script for the LEAD-IN. A lead-in sets the interview in context before you begin to 
talk to your guest. It tells the audience WHO they are going to hear and WHY they are going to hear them (your angle!). It’s basically an intro to the 
interview. 
 

PEOPLE: Who will you interview? 

 

 

 
 

ORGANISATION:  

 

Time of interview: 

 

 

Place of interview: 

 

 

Length of interview: 

Preparing Questions:  
Ideas:  Having done your research, write 5 – 10 ideas that you want to talk to your guest about. 
 
 
 
 
Questions: Use those ideas to come up with 10 great questions: 
 
 
 
        

RESOURCES: What will we need for the 

interview? 
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During the interview: 
 
 
 
 
There are a few things you need to keep in mind during the interview: 
 

• Always have respect for your guest, even if you don’t know much about them or don’t like who they are or what they do – 
don’t let it get personal! A good form of respect is to NOT look at your questions while they’re talking and to make eye 
contact when you can. 

• Keep control of your interview. Do not let the guest dictate where you want to take the interview. You have the power to 
frame the interview (using your angle), and you have the power to shorten or extend the interview (within reason). 

• LISTEN!!! You have a set of questions, but this does not mean you have to stick to those exact questions. A great interview 
flows without interruption. So listen to the answers your guest provides and react accordingly. 

• Be aware of natural conversational responses like ‘uh-huhs’ or laughter. Try to use quiet responses: a concerned nod, 
questioning eyes, the silent laugh. 

• Don't be afraid of pauses and silences.  Resist the temptation to jump in. Let the person think.  

• Finish up the interview by thanking your guest for their time. 

Structure: Now that you've got a line of sweet questions to ask, what order do you ask them in? 
It is important that you should your arrange your questions in a logical order that makes sense to your guest and your audience. 
Organise you questions so that the interview flows logically and comfortably. 

 
1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

 


