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Introduction 
 

Congratulations! You’ve been hard at work using social media, blogging, and 

talking to just about anyone who will listen to promote your new product, a first 

book, or a business launch. 

And finally your hard work has paid off: you’ve been contacted by a journalist or 

producer, or a writer or blogger, and asked to appear as a guest for an interview.  

You know your topic and your message: now your job is to prepare for the 

interview so you present yourself as  

 professional  

 knowledgeable 

 memorable 

Digital media has added thousands of increased opportunities to be interviewed 

and get your message to an interested audience.  

This ebook will help you prepare for a  

 TV appearance 

 radio interview 

 magazine or print interview 

 online blogger Q&A or podcast 

 HangOut or Skype webcam interview 

 Webinar or web conference 
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Interviewing: Some Basics 

What you should know leading into any interview 
 

1. Do your homework: learn all you can about the reporter or interviewer: 

 What is their background and what other types of interviews do they do?  

 Why have they been assigned or chosen to interview you on this topic: is it 

a hot topic, do they have a personal expertise, or was it an assignment? 

 Find a photo of the interviewer so you’re more comfortable when you 

meet 

 

2. Research the program you’ve been asked to appear on:  

 Google articles or interviews 

 Read all you can about the program you’ve been asked to appear on, and 

watch or listen to a few episodes if possible:  

o Does the show have a specific objective or focus?  

o What are the demographics of the show's audience?  

o What's the format - talk show, news, or variety show of the 

program? 

 

3. Is the show live or prerecorded? Live interviews may require more practice and 

preparation on your part - there won't be any "retakes" if you stutter, misspeak 

or fail to make your point. If the interview isn't live, will the recorded interview 

be edited? If it is recorded but not edited, prepare as you would for a live 

interview. 

 Is the program a call-in show? Is there a studio audience?  

 

You will be better prepared for an interview if you understand the setting and 

type of program you are appearing on.  
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4. Ask whoever is setting up the interview some questions before your appearance: 

 What is the topic or angle of the interview?  

 Why was it chosen? 

 Is there a prepared set of questions you’ll be covering? 

 Are you the only person being interviewed, or is it a panel? 

 

5. Where is the interview being conducted?   

 at a studio 

 in your home 

 from a location 

If the interviewer or reporter is coming to your location, create a visually 

enhancing environment to help project a positive image and emphasize your 

message. Use props or stage a working environment or situation to illustrate 

your professionalism and expertise. For example, if you own and operate a flower 

shop, you might choose to be interviewed in front of your employees arranging 

flowers or a beautiful display of your work. 

 

6. How long will the interview last? 

 The shorter the interview the more critical it is that you condense your 

main messages into sound bites of 10 to 20 seconds. 
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Provide a Media Kit                                                                        

 

Before you were invited to be interviewed, someone 

researched who you are and what you have to say on the 

topic you’ve been asked to speak about. Before your 

interview you should provide the interviewer, producer or 

blogger with a media packet containing your background 

information. 

Sending a media kit (aka PR or press kit) prior to the interview helps assure that the 

interviewer is fully prepared for your conversation. 

1. What is a media packet? 

 A media packet is background information on you including: 

o Your name  

o Your qualifications 

o Your mission: A first book? A new product? A business launch? 

o Links to your website and social media sites 

o Your key message or position 

o What your goals are for the interview 

o Your photo and any photos that support your goal, such as a book 

cover or picture of a new product 

o Any brochures or handouts that support your message 

 

2. How do I make a media kit? 

 Your media packet can be  

o a hardcopy folder with inserts that you hand-deliver or send to your 

interviewer  

o a one-sheet you mail to the interviewer 

o an email with your background information  

You will have to customize your media kit based on your specific interview message and 

topics, but it’s always smart to take this extra step help prepare for the interview. 
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Know Your Key Message 
 

You are being interviewed to talk about a specific topic, 

either because your interview has researched for an expert 

on a specific topic and determined you are a Subject Matter 

Expert (SME), or because you have been pitching your story 

to the media to get coverage for your new project.  You know why you have been 

contacted, and based on who the interviewer is and what their goal is you need to 

create your key message for this interview. 

 

Your key message for every interview may be different depending on the interviewer 

and the audience. Even though you may be talking about the same topic, each 

interviewer will want to have a unique angle or twist to make their story memorable. 

Your job is to prepare for the interview by creating your key message. 

 

A key message is the most important thing you want your audience to remember after 

the interview.  

 

It will take time to create a key message that is 

 clearly understood – no jargon  

 short enough to remember 

 interesting to the audience 

 says what you want the audience to do or remember 
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Pre-Interview 
 

Before your interview with any producer, reporter, editor, 

writer or blogger: 

 

1. The person conducting the interview or the pre-interview may call or email you 

pre-interview questions to prepare 

 These questions are usually off-the-record, but always ask if they are 

on/off record 

 They do this to get information that may spark an idea for the angle of 

their story and the questions asked 

 Your PR professional or publicist should prepare you in advance by briefing 

you on some of the topics 

 

2. Your PR Professional or publicist should provide you with information on: 

 Tone of the interview and potential line of questions 

 Story topic – what is the article or broadcast/online segment going to be 

about? 

 Setting of the interview (public place, at your business, in-studio, outside 

or inside, etc.) 

 

3. Based on topic, be sure to write down (and vet through your PR professional or 

publicist for approval) your desired single line ‘sound bite(s)’ 

 What, in short phrases, are the single most important points you want to 

make? 

 

4. Build a rapport with the interviewer 

 Show interest in them – ask them about their career, other stories they 

have covered, what they most like to write about/produce 

 Demonstrate your interest in giving them the story 
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Understanding Your Media Contacts 
 

Going into an interview remember that 

5. Editors, producers, writers and more are always working 

under very tight deadlines 

 

6. Not all contributors work for the outlet in which the story will run 

 Now more than ever, freelance writers, editors and other contributors are 

abundant 

 Relationships with freelance contacts can result in coverage in other outlets 

they work with 

 

7. While the relationship is mutually beneficial, most media contacts know that you 

and you brand are getting a boost from their coverage – they want 

acknowledgement 

 Always thank them for their time; generosity and a lasting positive impression 

can lead to more coverage in the future 

 

8. Your story may not always run when they say it will 

 Things happen in the news industry – (e.g.  mobsters are found after being on 

the lam for 19 years) – you will at some point get bumped, sometimes 

indefinitely 
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Introduction to Digital Interviews 

Tips and Tools for Video Interviews 

 

Digital media has added thousands of increased opportunities to be 

interviewed and get your message to an interested audience: 

 Bloggers 

 Podcasts 

 HangOuts 

 YouTube 

 Online Talk Radio 

 Webinars 

In many cases, online interviews have eliminated the middle man: you are working 

directly with the blogger, podcaster or talk radio host who will be interviewing you: 

there is often no producer or manager to coordinate your interview. 

When you are working directly with the interviewer you have additional 

responsibilities to make sure the interview goes smoothly and your message is 

delivered to the audience: 

1. Will the interview be audio or video? Live or taped? 

 Technology has made live video interviews common: Many mainstream 

media use live digital interviews such as Huff Post Live. Many bloggers, 

independent media channels, and mainstream channels conduct online 

live and taped online interviews. You will be asked to 

o They will send you a link or direct you what to software to 

download to connect with their broadcast 

o They will give you instructions telling you when to connect with the 

live broadcast 

o They will tell you what kind of setting they want you in: an office, 

on the street, or a quiet room without distracting background noise 

o Sound-test your computer’s webcam and audio before the 

interview 
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2. Online radio talk interviews eliminate the concern for appearance: no one will 

see what you are wearing, or where you are sitting while being interviewed. 

o You will be asked to call in at a specific time using your landline or 

mobile phone 

o Sound-test by answering a few general questions to be sure the 

interviewer and audience can hear  

 

3. HangOuts and YouTube interviews are live video interviews conducted by a main 

interviewer with a live audience watching and listening. The set-up may have the 

audience muted, or may have some or all of the audience able to ask live 

questions verbally or by submitting them in writing via messaging platforms. 

HangOuts are typically very casual, personal interviews: but you still want to 

project a certain image. You can be interviewed from your home, your office, 

your backyard or anywhere else you can get a connection and a laptop or use a 

mobile phone:  

 

 The host or producer will tell you how to sign in to the interview 

o They will send you a link or direct you what to software to 

download to connect with their broadcast 

o They will give you instructions telling you when to connect with the 

live broadcast 

 

 Prior to the live video interview test your computer’s webcam and your 

location to make sure you are projecting the image you intend 

o Is the camera angle the correct height and distance from your seat 

 A more flattering camera angle can be achieved by setting 

your computer on a box to raise the webcam to eye level 

or just above – instead of looking up at your neck from 

below 

o Remember you are looking forward: the viewer is looking at you 

and what is behind you. What is behind you? Is it distracting or 

unprofessional? 

 A blank white wall is a more professional background than a 

dirty kitchen 
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 Outdoors interviews can project a calm and relaxed image – 

as long as no garbage trucks or honking taxi cabs are driving 

by 

 Turn off your landlines, cell phones and TV or radio. 

Computer and smartphone mics are very sensitive and can 

pick up noises coming from the room next door 

o Can you clearly hear the interviewer and the audience? Can they 

hear you? 

 Many older computers with less advanced technology 

require an external webcam, speakers, headset for the 

interviewer and guest to communicate 

 Headsets may also be necessary if there are background 

noises that can’t be eliminated 

 

 When giving a video interview there is no one there to critique your 

wardrobe or appearance. Choose your clothes, hair and make up to 

project the image you want the audience to remember. 

 

 Most digital interviews live on: they are archived online, and can easily be 

found and replayed for years. Even though the premise is that these 

interviews are casual and relaxed, in reality a good or bad interview will 

live for years.  

 

4. Podcasts are online audio interviews that are taped in advance and that the 

audience goes online to find, download and listen to. Increasingly, podcasts may 

also be video interviews: technology is making video podcasts more common 

today. 

 

 The podcast host will have all the equipment they need to record and 

upload the interview to the podcast site.  

o The host will tell you whether you can be on a phone, or at a 

computer, tablet or smart phone with speakers and possibly a 

camera 
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5. Webinars are online educational programs on a very specific topic and typically 

last 30-60 minutes. They are broadcast live, but are usually available for replay. 

Webinar hosts include schools, professional organizations, business groups and 

other professionals providing information and education to their audience. 

 

 Many webinars use slides rather than live video. Guests are asked to 

submit their slides in a specific format, such as PowerPoint, ahead of time 

 

 Typically there is a moderator and several panel members and a muted 

audience 

o The audience may be able to ask questions via a chat or message 

box 
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Print or Online Editorial/Blogger Interviews 

 

What to expect: 

1. Interviews may be through email, phone conversation, or in person 

 

2. Email interview tips 

 Remember in your responses that clips of what you say will be quoted in the 

article and ask yourself – was I conversational? Do I sound approachable? 

 Avoid sarcasm or small sound bites that can be misconstrued/taken out of 

context 

 Have your PR professional/publicist review your responses to ensure it is on 

point from voice perspective 

 

3. Phone or in-person interview tips 

 Build a rapport with the reporter/editor/writer by asking them question 

when you jump on the call 

o Small talk, as it relates to the topic (“Do you have children 

yourself?”), showing interest in the interviewer (“How long have 

you worked with XXX publication/site?”), and your own questions 

about what’s to come (“So tell me what you are most hoping to get 

from this interview.”) 

o Be conversational and be sure to get your main topical sound bite 

across that you have prepared ahead of time 

o Get a briefing from your PR professional on the outlet and reporter 
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Interviewing for Broadcast 

Tips and Tools for Broadcast Interviews 
 

Broadcast interviews are an exciting opportunity for you to promote your project on 
television. Even if you’ve given interviews before, being a guest on a TV program can be 
stressful and challenging: the lights and cameras, the tight schedule, and the production 
team all contribute to an exhilarating yet intimidating environment if you’re not used to 
it. 

Participating in a broadcast interview conducted by a television reporter or talk show 
host requires that you do additional preparation for the interview so that you deliver 
your message and yourself in a confident, professional manner. 

Most news segment are only a few minutes long: 2-3 minutes is a typical length for a 
news story, while a talk show interview could be 5 minutes long or even 30 if the 
program is dedicated to your interview. Reporters at local and national TV stations or 
networks are working under extremely tight deadlines. You may never speak to the 
reporter before the interview: producers often do the initial background research and 
conversations with the guest, then prepare the reporter before the interview.  

For talk shows such as the morning news and entertainment programs or Sunday 
morning talk and interview shows, producers usually brief the host and you may even 
have an opportunity to talk with the host about your expertise and your project.  
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Never Go Off the Record  
If you choose to proceed with an off-the-record interview 
anyway, you should keep the following four tips in mind:   
 

1. Consult with a communications professional – either in 
your own company, organization, or agency – or with an 
external firm, preferably one with crisis communications 
capabilities. You may be unaware of the landmines that exist in your specific case. 

 
2. Consider your relationship with the reporter. Journalists you know well and who 
have treated you fairly for several years are generally safer risks than reporters you 
are working with for the first time.  

 
3. Ask the reporter to define exactly what off-the-record means to him or her, 
preferably in writing. 

 
4. Make any agreements with a reporter in advance of the interview. You can’t say 
something interesting and then suddenly declare it off the record. 

 

Remember: Regardless of any agreement you make, you may still be identified by name 

as the source. Therefore, the most prudent advice is to remain on-the-record at all 

times. Even if your name isn’t used, the words a reporter uses to describe your position 

may make your identity perfectly clear. Unless you’re fully prepared to take that risk, 

don’t ever speak off-the-record.    
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Never Call Reporters Back By Their Deadlines - Call Early 

Many media trainers offer their clients this straightforward tip for interacting with 

journalists: “Return a reporter’s call before his deadline.” 

It’s terrible advice. Let’s say a reporter calls you at 9 a.m. He tells you he’s working on a 

story about your organization for tomorrow’s paper and needs a quote by 4 p.m. today. 

If you return his call at 3:50 p.m., he’s likely already written most of the story. In fact, 95 

percent of his story is probably completed, and he’ll just drop your quote into the article 

to make sure you were represented in the piece. But you’ve done absolutely nothing to 

help shape his story angle, increase his understanding of your issues, or refer him to 

your allies (and less vehement opponents) for their comments. As a result, the story will 

be comprised of the reporter’s perspective and that of everyone else he’s spoken to – 

and your quote will have minimal impact. 

 

To get the best possible coverage for your position call the reporter back as soon as 

possible so he has time to discuss your position and you have time to deliver your 

message and make strategic comments to influence his article.  
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Questions to Ask Before the Interview 

 

1. Who are you? No, you shouldn’t ask that question verbatim, but collect the 
basics—their name, the name of the news organization for which they work, and 
whether they cover a particular topic. 
 

2. Can you tell me about the story you’re working on? Keep this question open-
ended and remain quiet while the reporter speaks (the more they say, the more 
you’ll learn). Feel free to ask follow-up questions and to clarify any points you 
don’t fully understand. 

 
3. Are you approaching this story from any particular perspective? Some reporters 

will bristle if you ask, “What’s your angle?” This question aims to elicit the same 
information in a more subtle manner. 
 

4. Who else are you interviewing? Reporters often play it close to the vest on this 
one, but it’s worth asking. You’ll be able to get a sense of the story’s tone by 
learning whether the other sources in the story are friendly or antagonistic 
toward your cause. 
 

5. What’s the format? For print interviews, this question will help you determine 
whether reporters just need a quick quote from you or whether they’re writing 
an in-depth piece that will focus extensively on your work. For broadcast 
interviews, you’ll be able to learn whether the interview will be live, live-to-tape, 
or edited. For television, you might also ask if the format will be a remote, on-set, 
or sound-bites interview. 
 

6. What do you need from me? Ask the reporter how much time the interview will 
last and where the reporter wants to conduct the interview. Also, ask if you can 
provide any press releases, graphics, photos, videos, or other supplementary 
documents. You can often expand your presence in a news story—and influence 
the narrative—if the reporter chooses to use your supporting materials. 
 

7. Who will be doing the interview? For many radio and television interviews, you 
will be contacted initially by an off-air producer rather than by an on-air 
personality. Ask for the name of the person conducting the interview. 
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8. When are you publishing or airing the story? Review the story as soon as it 
comes out. If it’s a positive story, share it with your online and off-line networks. 
If it’s a negative story, consider issuing a response or contacting the reporter or 
editor to discuss the coverage. 

 
 

One final note: Before an interview, tell reporters how you prefer to be identified: 
 

 Include your title and company name, and spell your full name 
 

Nothing is worse than seeing your name or company’s name mangled in front of 
millions of viewers! 
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The Day of Interview: 
 

1. Arrive early: Avoid unnecessary stress by allowing plenty of extra time. That 
buffer will be valuable if the producer, makeup artist, or crew is running behind 
when you arrive. Plus, you may meet some interesting people in the “green 
room,” the room in which you’ll wait prior to the start of your interview. 
 

2. Bring makeup: Most major networks and some larger local stations provide a 
makeup artist. Ask in advance whether you will have access to one, but bring 
your own makeup and hair products either way, just to be safe. 
 

3. Look in the mirror: Do a final check in the mirror before your interview begins. 
Don’t be a guest with lipstick smeared on their teeth, big chunks of food stuck in-
between teeth, or even an open sore (yes, really!). 
 

4. Check your microphone and test your earpiece: You will often wear a lapel 
microphone during your interview. The wires should be hidden—men and 
women can run the cord beneath their tops; men can also tape the cord to the 
back of their tie. Make sure the microphone isn’t brushing up against clothing or 
jewelry, which will make you sound muffled. You may also be fitted with an 
earpiece, or IFB (which stands for interruptible feedback). Test the audio before 
your interview begins and tell the crew immediately if the volume isn’t quite 
right. 
 

5. Turn off your cell phone: Little is more distracting than a cell phone ringing in 
middle of an interview. Also, the phone’s signal can interfere with the audio. 
Vibrate mode isn’t good enough; power your phone completely off. 
 

6. Turn the monitor off: Television monitors in the studio often show a feed that is 
delayed by a fraction of a second. That can be extremely distracting, so ask the 
crew to turn off any monitors or to turn them away. 
 

7. Beware the split screen: In some formats, you will appear on camera even when 
you’re not speaking. Those “split screen” shots show you and at least one other 
person at the same time, and “reaction” shots show your reaction to another 
guest’s comments. Act as if you’re always on, being careful not to wipe your face, 
adjust your hair, or fix your outfit during your segment. 
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8. Restrict your nodding: It’s normal to nod when listening to someone else, but 
nodding can send the wrong message if you disagree with the premise of 
someone’s question or comment. Listen attentively, but only nod along if you 
agree. 
 

9. Avoid (or preplan) props: We’ve all seen that television guest who holds up a 
piece of paper or newspaper article during a television appearance. It’s usually a 
bad idea. Few people know how to position an item properly for the camera, so it 
usually ends up distracting the audience. If you want to show something during 
your interview, talk to the producer first. The producer can help the crew prepare 
for the shot in advance. 
 

10. Stay in your seat: Avoid the temptation to flee your chair the moment your 
segment ends. Maintain your pose for a few seconds, remaining seated until a 
member of the crew tells you you’re clear. 
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How to Create Sound Bites 
A sound bite is a short prepared comment or remark that delivers a 

specific message. You should develop several sound bites that you can 

use during an interview when you need to make a clear point:  

The purpose of sound bites is simple – help people remember what you 

said and why you said it. When concise and colorful they reflect the 

speaker’s personality and amplify the message. 

~ Forbes 

What message or key points do you want your listeners to remember? Sound bites don’t 

just happen: you should take time creating, tweaking and practicing delivery of your 

sound bites so you’re always prepared to answer a question with your message. Think of 

sound bites as a 10 second elevator pitch: if you’re in an elevator with someone and 

need to leave a memorable, positive message, what would you say? To develop your 

sound bites: 

1. Write them down  

2. Record and listen to yourself delivering the sound bite 

3. Practice your sound bites in front of the mirror 

4. Deliver your sound bites to family, friends or colleagues and ask for feedback 

5. Review your sound bites immediately before your interview 

 

10 Examples of Sound Bites 

 
1. Similes, Metaphors, and Analogies: “It’s as if Republicans and Democrats are 
planning a trip, but they disagree over whether you should start the trip from 
Buenos Aires or Greenland.” – Howard Gleckman, Tax Policy Center 
 
2. Speak in Threes: “We help ordinary people get rich without working on Wall 
Street, inheriting wealth, or marrying a millionaire.” 
 
3. Rhetorical Questions: “More than 600,000 Americans lost their jobs last 
month. How many more families need to lose their economic lifeline before 
Congress acts?” 

http://www.forbes.com/sites/johnbaldoni/2014/05/14/how-to-speak-in-sound-bites/
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4. Contrasts, Conflicts, or Paradoxes: “Our food is fresh. Our customers are 
spoiled.” – FreshDirect, online grocer 

 
5. Definitiveness or Power: “We are in this to win.” – Gen. David Petraeus 
 
6. Superlatives: “This is the biggest technological advance in 50 years in the oil 
business.” – Philip Crouse, oil analyst 
 
7. Pop Culture: “There’s a greater likelihood that I’ll be asked by Madonna to go 
on tour as her bass player than I’ll be picked to be on the ticket.” – Former Gov. 
Mike Huckabee (R-AR), assessing his chances of becoming Mitt Romney’s vice-
presidential running mate in 2012 
 
8.  Emotions: “As a New Yorker, I am absolutely horrified by what happened in 
my city last night.” – Commenter on Daily Kos website about alleged police 
brutality at a local protest 

 
9. Surprise Twist: “I will not exploit, for political purposes, my opponent’s youth 
and inexperience.” – President Ronald Reagan, diffusing accusations that he was 
too old for a second term 
 
10. Tweaked Clichés: “Money doesn’t grow on trees, but it does grow faster in 
credit unions without those greedy big-bank fees.” 
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Broadcast Interviews 

What to expect: 

1. Potential participants in your interview include 

 Producer 

 Reporter 

 Camera/lighting/sound engineer/make-up etc. 

 

2. Your interview segment may only be 2-3 minutes long on TV: but a longer version 

of the interview could appear on the network’s online site 

 

3. You may be given a specific interview time, but breaking news could move your 

segment to another time: or even cancel it 

 

4. An interview that was scheduled to be taped can be shown live 

 

5. You may be asked to comment on subjects that weren’t planned or discussed 
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Broadcast – Equipment Overview 

2.  Equipment your may be asked to use 

 Microphones 

Hand-held, Dynamic Mic, Directional Mic - held 

by interviewer for on-location interviews 

Personal Microphone, lavaliere, Clip-on 

Microphone - clipped to clothing or hung around 

the neck by a chord 

Studio Microphone, Boom mic - a large 

microphone at the end of a fish pole-like piece of 

equipment 

 Lighting 

Bounce Lighting - when lighting is bounced off a 

reflective source back towards the subject being 

videoed 

Filter or Gel - a tool used over a lighting source to 

affect the output of the light 

Light Meter, Exposure Meter, Incident Meter, 

Reflected Meter, Spot Meter - a tool used to 

gauge how much light is in an area that is to be 

shot 
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General tips: 

1. Know the shoot location ahead of time 

 Is it outdoors/indoors?  In-studio or on-location? If in-studio, what is the 

background? 

 Is the interview being done via satellite or Skype? 

 

2. Make the interviewer aware of any physical problem or issue you may have 

ahead of time 

 Do you have difficulty hearing from one ear? 

 Are steps a problem for you?  

 Do you have a problem standing for long periods? 

 

3. Be aware of the camera angle 

 Ensure your hair is out of your face and your appearance is in order 

 You may always ask to look at a monitor if one is available 

 If you’re wearing glasses, make sure they’re clean with no streaks so your 

eyes are clearly visible 

 

4. If mic’d, speak in your normal voice tone, but be mindful and measured about 

the speed of your conversation – when in doubt, slow it down 

 Speak in a moderate tone, and minimize jargon, slang and fillers (um or er) 

 Practice your speaking by recording it at home and listening back with a 

trusted friend or colleague  

 
5. Watch your posture and body language – but be comfortable 

 Be prepared to be interviewed standing or sitting 

 Control your hand and leg gestures: no wildly gesticulating or crossed 

arms, or leg swinging back and forth 

 

6. Make eye contact with the reporter, not the cameras 

 
7. Tug your shirt, jacket or dress down before you sit so it doesn’t stick up around 

your shoulders on camera 
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Physical appearance dos/don’ts 

1. DO: Wear makeup. For men and women make-up 

is your friend. The interviewer will be wearing 

heavy on-camera make-up (especially for HD 

channels) and you don’t want to distract the viewer 

with your appearance. 

 

 Lighting for broadcast/on-camera 

interviews can make the interview guest look washed out 

o The fix: blush, concealer, and a basic matte (not too dramatic) lip 

o Many TV channels are now using airbrush makeup: be prepared if a 

makeup artist sprays your face with makeup in an airbrush pen 

 

 Lighting creates a shine effect on the skin – even when it’s not oily or 

sweaty 

o The fix: powder, blotting pads 

 

 Avoid shiny lip gloss that light can bounce off  

o The fix: basic tinted lip balm, light lip stick 
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Physical appearance dos/don’ts 
 

2. DO: Be aware of how lighting impacts your clothing choices 

 DON’T wear light bras or t-shirts under dark shirts 

 DON’T wear dark bras or t-shirts under light  shirts 

 DON’T wear busy patterns on camera 

 DON’T wear white dresses or jackets on camera 

 DON’T wear large, shiny reflective jewelry 

 
3. Do: Dress the image you want to portray 

 If the segment is about your role as the founder or entrepreneur, keep it 

business or business casual, if it is about being a mother, working or 

otherwise, be more casual 

 
4. Don’t : Over-dress when talking business, but don’t compromise your role as a 

leader 

 
5. Do: Dress for the setting 

 In-studio: dress warmly, dress according to segment topic 

 Outside: casual, jeans and sweater/tee 

 Public location: casual 

 
5. Don’t: Get stuck in a uniform rut 

 
6. The more you appear in interviews and photos, the more you need to vary your 

wardrobe – dress for the tone/location/topic 

 
7. Do: be comfortable and be YOU 

 
 

 

 

Comfortable 
Effortless 

Simple 

Approachable 

Chic 
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After The Interview 
Interview Follow-Ups 

After the interview use these guidelines to leave a professional impression 

and get the resources you need continue to promote your message: 

1. Verbally thank the interviewer, the producer, and the 

camera or make-up team 

 

2. Clarify when your interview will be aired or in print, or if it was live, how you can 

receive a link to the broadcast. Verify that you want to promote and share the 

interview with your family, friends and followers. Ask which social media 

channels they will promote the interview on so you can re-share.  

 

3. Send a written note or email to whoever organized the interview to thank them 

for inviting you, and acknowledge any special arrangements, positive feedback 

you heard from viewers or details you were especially pleased about. 

 A written thank you note makes you memorable – show your appreciation 

to the interview team 

 

4. Suggest ideas for future topics for interviews: they might just book your next 

interview! 
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Additional Resources 
 

I hope this Alchemy Communications Media Appearance Preparation and Tip Guide 

helps you prepare for your next media interview! If you’d like to look at some more 

information, you might find these articles helpful: 

Congratulations and Good Luck! 

Kathryn Bechthold 

 

 Vocus: 10 Tips to Ace Your First Television Interview 

 Small Business Notes: Preparing for TV and Radio Interviews 

 DailyCandy: How to Look Good on a Webcam 

 USAToday: 13 Tips for a Great Skype Interview 

 Entrepreneur: The Esquire Guy’s Guide to Media Interviews 

 Real Men Real Style: What to Wear on TV 

 Microsoft Business: 6 Tips for Taking Control in Media Interviews 

 

 

 

 

http://www.vocus.com/blog/10-tips-to-ace-your-first-television-interview/
http://www.smallbusinessnotes.com/marketing-your-business/preparing-for-tv-amp-radio-interviews.html
http://www.dailycandy.com/everywhere/video/128351/How-to-Look-Good-on-a-Webcam-Matthew-Rolston
http://www.usatoday.com/story/tech/personal/2013/08/01/13-tips-for-a-great-skype-interview/2608915/
http://www.entrepreneur.com/video/226069
http://www.realmenrealstyle.com/tv-video-dressing-guide/
http://www.microsoft.com/business/en-us/resources/management/leadership-training/6-tips-for-taking-control-in-media-interviews.aspx?fbid=5EPXB6vdYm_

