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Interview Guidelines

· Never lie!

· Be yourself. Don't try to develop a different persona for media interviews. Don't attempt to become what you think you should be as a media guest. Develop yourself. Rely on the strong points of your own character, personality and experiences for raw materials.

· Stress the positive aspects of your company, your cause, your ideas. Relate good news and helpful information as much as possible.

· Settle on what you think is a proper and comfortable way to address the interviewer. Opinions of experts vary on this matter. Some say never use the interviewer's first name. Do what is most sincere and spontaneous for you, but don't get too chummy. Doing so will weaken your position with the audience. This advice is for news and business-oriented subject matter. Certainly, friendly exchanges are appropriate for many topics on talk shows and for light, informational articles.

· Keep your message simple. Comments should be brief, to the point, and easily understood by the general public and the media people with whom you are dealing. If you do this, your words are more likely to be remembered and you'll have more time to make more points. Long, rambling answers and comments should be avoided.

· Don't use jargon peculiar to your trade, profession, or group. If you must use terms not generally known to everyone, briefly define or explain them.

· It's always better to say something important more than once than to say several unimportant things.

· Don't try to make too many complex points, especially in a television interview.

· You are not in an interview to defend yourself. Don't allow yourself to be put in such a position. Worse yet, don't assume it!

· Don't be afraid of not answering a question, but explain why you can't. Viewers, listeners and readers don't expect anyone to know everything. If otherwise credible, you will many times gain added credibility by saying "I don't feel qualified to answer that," or "I'd like to leave that up to the experts," or "I don't have the complete data at this time." As long as it's obvious that you're not trying to be evasive, you become more believable in general by admitting there are things you don't know.

· Know your ground and don't be sidetracked. Don't allow the interviewer to take up valuable time on matters that are unimportant or unrelated to your goals.

· In general, the tougher the question, the shorter should be your answer and the calmer your demeanor.

· Never lose your temper. Don't shout or yell. Always remain calm and courteous. The more inflammatory the interviewer or fellow panel member, the cooler you should be. Remain firm in your comments and always in control.

· Don't volunteer information or opinions that may damage you.

· Refute incorrect statements. Immediately correct any statement that is inaccurate, especially if the statement weakens your position. This includes statements made by anyone-the interviewer, other guests, audience members, callers-even you. If you do make a meaningful error, admit it, apologize, quickly explain, and then go on.

· Don't let the interviewer misinterpret your statements. Politely interrupt and set the interviewer straight as to your meaning.

· Don't legitimize loaded words by repeating them. In your response either point out the loaded words or change them so as to disarm them.

· Keep in mind that you don't have to use the words used by the interviewer. Paraphrase the interviewer's questions or comments in such a way that it will better suit your purpose.

· Don't let the interviewer interrupt often. If you raise your voice slightly, then continue, most radio and television personalities will back off. The exception is the host who is known for harrassing guests. If you've done your homework, you'll know about this fact long before your appearance on the program.

· You may ask questions of the interviewer for various reasons-for clarification, to direct her question back to her ("What would you have done?"), or to buy time to think as you formulate an idea. Don't hesitate to use this device. It's effective, a change of pace, and most interviewers like it since it draws attention to them.

· Once you have fully answered a question or made a point, stop talking. Don't be pushed into adding something that is unnecessary or that you don't want to add just because the interviewer remains silent. Inexperienced media guests are sometimes fooled by this technique. It's an attempt to get you to reveal information beyond what you intend.

· Don't be sucked in by hypothetical or leading questions. Turn them aside with "I wouldn't want to speculate on that," or "I find that discussing hypothetical situations takes time and energy away from more important real-life situations," or "That's really a leading question, and I find that a leading question often leads to a misleading answer."

· Provide evidence to support your points and claims. For example, don't say "We're concerned for the safety of your children," or "We are very ecologically conscious," unless you can describe actions by you -or your company that bear out such statements.

· Develop or locate anecdotes, analogies, quotes, and metaphors that illustrate and enliven the points you want to make. People love stories. Think up a slogan or easily remembered catch phrase that plants an idea in the minds of audience members or readers.

· Have a ready supply of visuals (photos, videotape, film clips, charts, illustrations) for television producers, audio tapes for radio producers, and high quality photos and other materials for print journalists and writers. Naturally, only have available materials that will strongly aid you in reaching your interview goals. You do not want to use anything that merely takes up time or space. The media people may or may not use your material, but it is best to have it available. TV, radio, and print decision makers are always looking to add variety in a program or article.

· Let the viewers or listeners know if you're surprised on a program by material that is not yours and that you didn't expect and had no opportunity to peruse before the program.

· Normally you should have no notes or papers with you during a television interview unless some very specific and complex information is to be discussed. Don't read prepared answers or statements. Exceptions might be some press conferences where you are making specific public statements on behalf of an organization or directly quoting someone.

·  During any type of media interview, don't allow distractions to throw you. Crew conversations,. background motion, and other extraneous noises are easy to disregard if you expect and anticipate them.

· When dealing with other guests or panel members during an interview, treat them with dignity and courtesy no matter how they behave. Be assertive, but not overbearing, in getting your share of the time allotted. Try not to interrupt or contribute to otherwise disruptive behavior. Politely but firmly get the time you need.

· It's good to show genuine emotion, but don't allow the emotion to take over. Laugh, cry, show surprise, disappointment, even indignation, if doing so helps you accomplish your goals in the interview or shows a positive facet of your character. Just don't let an emotion cause a flood of words that will detract from your message or image

· During an interview, don't be afraid to repeat a key point in slightly different words.

· Sometimes possessing a great deal of knowledge on a subject makes people forget to simplify. Always strive to simplify all your comments and answers.

· Try to have the last word in a television or radio interview. Don't allow the interviewer to end on a note negative to you and your interests.

· Sit still and in place at the end of a television interview until you are certain that you are off-the-air and that your microphone is off. Make no additional comments! The same audio rule applies to radio interviews.

· Being in control is important, but trying to be in control may cause you to tighten up. Control does not result from trying. A natural form of control results from the quiet confidence and calmness that you develop in knowing that you have thoroughly prepared and practiced.

· Never lie! (This is worth repeating)
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