Top 10 Tips to Help You Prepare for an Interview

1.
Know the details of the Interview: Who, where, when.  What’s the interviewer’s angle or view?  Who is their audience?

2.
Prepare your talking points.  Don’t fret about reporter’s questions.  Focus on giving the best answers to questions you want to hear.  Prepare CCC message points and specific event or topic message points

3.
Use plain English.  Avoid jargon.  Keep it simple.  Think sound bites.  Use short, declarative sentences.

4.
Use personal stories to support data-based points.  Use a local angle.  Be ready with current facts, stats, schedules and trends.

5.
Wear simple outfits in solid colors. Avoid stripes & bold patterns. Blue or grey work well.

6.
Be on time – early.

7.
State conclusions before using supporting evidence.

8.
Get or set up background (Logo/sign or action and movement) if on location.  

9.
Be ready to restate your main point when reporter asks, “Is there anything else you want to say?” 

10.
Practice out loud in front of mirror. Practice posture & gestures. Eye contact. Smile.

Bonus Tips:

Write your talking points on cards for quick reference.

For telephone interviews:

Use land lines with corded phones for TV or radio interviews.  (Avoid, if possible, cell or portable phones which may “drop” voice sounds.)

Stand up.  (You’ll sound more positive.)  

Shift weight to one foot.  (Your tone of voice will actually deepen and you’ll sound more authoritative.)


Smile!  (Smiles can be heard.)
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