RADIO - TV

You don’t have to be a Dan Rather or Jane Pauley to use radio and television effectively.  You will be effective if you believe in the information you’re presenting and if you follow some basic guidelines.  Although you may feel nervous about being on the air, its gets easier after you’ve gained some experience and if you’ve prepared thoroughly for each presentation.


You may be more comfortable at first with getting your information aired through news coverage and public service announcements.  Later you can concentrate on getting yourself on the air.

PUBLIC SERVICE ANNOUNCEMENTS

A public service announcement, or PSA, is a 10, 20 or 30 second spot, similar to and scheduled the same as commercials. The station offers PSAs free.  Clients pay for commercials.  You have little control over when PSA’s will run; yet they are an effective way to reach a varied audience.


You can use PSA’s to:

· Promote an event.

· Highlight a program.

· Inform the audience about an idea.

· Persuade the audience to accept an idea.

· Conduct a campaign to generate interest in or understanding of an event or your organization.


Some stations will:

· Ask you to write your own copy.

· Take the facts and write the copy for you.

· Ask you to read a special tag line promoting the station.

· Ask that someone from your organization record the spots at a given time.


Have the station announcer read the spots live or record them.  Provide production services, including background music and sound effects.


Do check with the station to see if and when they will use your material.

RADIO PERFORMANCE MANNERS

· The most desirable and yet the rarest quality of radio performance is naturalness.  When you are on the air, be yourself at your best.

· Maintain a distance of six to eight inches from the microphone.  The microphone is a very sensitive instrument so you need not shout into it.  You do need to project your voice, however, if it is naturally quiet and low.

· Do not tinker with the microphone, cords, and other equipment.

· Remove staples or paper clips after numbering your pages.  Avoid shuffling of papers or snapping of pens.

· Remove bracelets or other jewelry that may create extraneous noise.

· When in the studio, consider every microphone LIVE.  Unless you are absolutely sure that the microphone is “off,” remain silent.

· When another person is talking, do not cough, sniff or sigh with relief into your microphone.

TELEVISION

Tips for Television Interviews

· Be positive; smile when appropriate.

· Look at the reporter

· Keep it simple and short

· Use the reporter’s name to make it more personal

· Never say “no comment”.  Make a positive statement instead

· Don’t shift your eyes.

· Posture: lean forward slightly toward interviewer

· Gestures: use a minimum

· Get to the point at once

· Don’t avoid discussion personal issues

· Stay calm

Do’s and Don’ts of Media Relations

DO when possible prepare yourself with pertinent information in advance of a media interview.  If you are the primary spokesperson, keep an eye open for potential media topics and stay informed

· DON’T consent to interview until you have all the facts or all that are available in a timely manner.

DO keep in mind a reporter’s deadline situation.  Respond as quickly and accurately as possible.

· DON’T make the reporter’s job harder than necessary.

DO have a message in mind when you do a media interview.  Meet the reporter’s agenda and then set your own.  If a reporter wants to talk about a crisis, discuss the facts and then communicate some positive information about your organization.

· DON’T forget that you can often change the tone of a news report by taking the time to communicate your message.

DO remain calm

· DON’T forget that reporters are just as average and common as the next person on the street.  They’re just more interested.

DO remember that there is no such thing as “off the record”.

· DON’T say anything to a reporter that you don’t want the world to know.

DO keep it simple.  Provide specific information and figures to back up your claims and responses.

· DON’T over explain and don’t tell a reporter the press misunderstands the problem.

DO make the interview as productive for you as for the reporter.  In a television interview, lead the reporter with your answers.  Provide short, concise answers because you won’t get much time to make your point.

· DON’T be caught off guard by a reporter who repeats the same question over and over in an effort to get a different response.

DO take the time to re-educate the media.  Most reporters are covering a topic for the first time.  They don’t know the background.  Fill it in for them.

· DON’T be afraid to say, “I don’t know”.  But offer to get the information.

DO present a positive appearance and a positive attitude, especially for television.  Keep in mind that how you look is as important as what you say in television.

· DON’T ever say “no comment”.  If you are tempted to say “No Comment,” think of a non-information response, which sounds positive.

DO remember that the best defense is a good offense.  Be as open and as helpful to the press as possible.

· DON’T forget to keep your company’s objectives, audiences and mission in mind when talking to the media.

DO look at the reporter rather than the camera when doing a television interview.  Think of the reporter as the television audience.

· DON’T look down or around or let yourself be distracted by activity going on around you.

DO appear positive and interested in the question being asked.

· DON’T smile at the wrong time because you are nervous; make sure your facial expression matches the tone of the subject.

DO keep the audience in mind rather than emphasizing your interests.  In television, you are talking directly to the public rather than through a writer and editor as in printed media.

· DON’T use the corporate “we”.

DO be prepared to be interviewed anywhere, such as outside or in relation to the topic of the interview.

· DON’T be rattled by being interviewed outside of your normal work or press area.

DO remember that in television, style is vastly more important than substance.  All viewers will decide promptly whether they like you or not.  Only after that will they hear what you say.

