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 Ask that no calls be transferred during your interview and don’t look at your inbox. 

 Turn over papers on your desk that may distract you. 

 Have your talking points and interview information in front of you, as well as scratch 
paper and a pen to take notes. 

 Try standing while talking on the phone. For some, this increases focus. Also, while the 
reporter can’t see you, smiling when appropriate can translate over the phone. 

 Since you can’t see the reporter and pick up on their visual cues, check in with them 
periodically to see if they are following or need further clarification. 

 
MEDIA INTERVIEW TECHNIQUES 
 
Headlining 
 
Unlike typical conversation that culminates to a conclusion based on supporting statements, 
media interviews require that you state your conclusions first and then follow up with details as 
time permits. This is called "headlining" and is critical especially during broadcast interviews, 
which are usually brief. Using this technique helps ensure that your most important points are 
made. However, even with print media, this technique makes you more quotable. 
 
Flagging 
 
Use the “flagging” technique to alert the reporter and audience to your most important points. 
Here are some examples: 
 

 The bottom line is… 

 The most important thing is… 

 What you should remember is… 
 
Blocking & Bridging 
 
The most common mistake made during interviews is to fixate on the questions and lose sight of 
your own agenda and talking points. You don’t want to become a passive respondent with the 
reporter heavily controlling the direction of the interview. Don't feel obliged to answer every 
question specifically. The most effective spokespeople listen to the bigger issue behind each 
question, and address that issue as they choose.  
 
This is done through the technique called "blocking and bridging." "Blocking" means deftly 
avoiding an unwelcome question. It may be a hostile or controversial question, an undesirable 
hypothetical situation, a request for information that you can't disclose, or simply something that 
doesn't fit into your agenda during a brief interview. "Bridging" refers to the act of transitioning 
the discussion to your key message or talking point. 
 
Only block a question when there is good reason to. Often, you can address the question briefly 
and then smoothly bridge to your chosen point. If you decide to block a question, don't simply 
say "no comment," or "I can't answer that." Instead, explain why you can't answer it (e.g., 
proprietary information, ongoing lawsuit, etc.).  
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Common blocking and bridging phrases: 

 That speaks to a bigger issue, which is... 

 I think the more important question to address is... 

 It's our policy not to discuss X specifically, but I can tell you... 

 
Don’t Repeat Negatives 
 
If a reporter makes a negative statement or slur, don’t repeat the negative in your answer. 
Correct the reporter and frame your reply as a positive statement.  
 

Example:  
 
Reporter: Don’t addicts bring this problem onto themselves? Why should we care if they 
get help? 
 
Spokesperson: People with substance use disorders… 
 

Ask for Clarification 
 
If you don’t fully understand a question, feel free to ask the reporter to clarify. Here are some 
ways you can ask for clarification: 
 

 What specifically are you referring to? 

 Can you give me an example of the situation you are describing? 

 Can you rephrase that? 

 
GENERAL MEDIA TIPS 
 
Media Do’s  

 DO speak in simple, laymen’s terms. Avoid jargon. 

 DO use facts/figures to support your key messages and demonstrate your credibility. 

 DO use illustrations and anecdotes to humanize your topic. 

 DO be engaging and show empathy when appropriate. 

 DO always take advantage if a reporter asks, “Is there anything you would like to add?”  

 DO respect reporters' deadlines. 

 DO arrive early to in-person interviews. 
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Media Dont’s 
 

 DON'T over answer. When you're satisfied with your reply, stop. 

 DON'T be afraid to pause. Taking a few seconds to think will seem much longer to you 
than to the reporter or audience, and will make you appear thoughtful and deliberate. 

 DON'T allow yourself to be provoked.  

 DON'T assume the reporter knows more about the topic than you do. You are an expert 
on prevention. 

 DON'T assume the microphone, camera or tape recorder is off immediately before or 
after an interview. Consider your entire interaction as "on the record." 

 DON'T fake an answer if you don't know it. If appropriate, let the reporter know you will 
provide the requested information in a timely manner or refer them to another source. 

 DON'T ever lie to a reporter.  

 
TELEVISION INTERVIEW TIPS 
 
What to Wear 
 

 Dress conservatively and in comfortable clothes.  

 Wear solid colors, such as navy blue. They look best on camera.  

 Avoid white, ivory and other light-colored shirts, unless worn under a dark jacket. Keep 
in mind that white casts unflattering light on the face and can create problems for the TV 
cameras. Also, colors such as light gray can easily show underarm stains. 

 Avoid busy patterns, such as paisley and plaids, and avoid shiny fabrics.  

 Keep accessories minimal. Don’t wear noisy, large or shiny jewelry. 

 If you can, wear contact lenses instead of glasses. If you must wear glasses, non-
reflective lenses are best. Avoid wearing light-sensitive glasses. 

 Most studios will initially be cold but the camera lights will make the room warm. 
Consider mid-weight clothing to accommodate both settings. However, if you tend to 
sweat easily or often feel very cold, keep that in mind and adjust accordingly. 

 If you are offered make-up, accept it. Men should keep in mind that a hint of a beard 
does show up on television. Women should apply matte foundation to avoid shine and 
wear blush and eye make-up just slightly heavier than usual. 

 
Body Language 

 
 Remember to literally "lean in" to the interview. Sit forward to convey a positive image. If 

you sit back, with your arms folded, it conveys to the reporter and the audience, "I don't 
want to be here, and you’re going to have to work hard to get information out of me."   
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 Gesture naturally.  

 Maintain a pleasant expression; smile when appropriate.   

 Should you be seated in a swivel chair, be sure not to sway back and forth. 

 If you’re interviewed via a satellite feed (you are in a different location from the person 
interviewing you), make sure you look directly into the camera. If you’re face-to-face with 
the person interviewing you, keep your eye contact on the reporter as you would during 
a normal conversation. 

 Hold your "interview attitude" from the moment you are on air until the interview is over 
and the camera is off. 

 
Answering Questions 

 Speak clearly and naturally.  

 Avoid slang or jargon.  

 Don’t shout into the microphone. 

 Don't overlap the interviewer's question; begin your answer when the reporter is finished 
speaking. 

 Answer in complete sentences so your response can not be taken out of context.  

 Don't over answer. Short answers are better than long ones. 

 
PRINT INTERVIEW TIPS 
 

 As with all media, don't be surprised if the reporter has to cancel the interview at the last 
minute, especially if it is not related to breaking news. Normally, you can reschedule the 
interview for a later time. 

 It’s not unusual for a reporter to tape-record an interview. This can help the reporter pay 
better attention to you rather than taking notes. If you’re not being taped, remember to 
speak slowly. 

 If you accidentally provide misleading or incorrect information, correct yourself as soon 
as you recognize the error.  

 If you tell the reporter you will get back to him/her with additional information, ask the 
reporter's deadline and follow up in a timely manner. 

 Feel free to ask if the reporter plans to write a story using the interview, and if so, when it 
is likely to run.  

 Don't ask the reporter to see the article before it is published. You don’t have the right to 
review it or change your quotes. 
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RADIO INTERVIEW TIPS 
 
The previous "non-visual" TV tips apply to radio interviews as well. However, here are a few tips 
unique to radio: 
 

 In radio, your voice establishes your image. Don't speak in a monotone; try to make it as 
expressive as possible. 

 Don’t speak too loudly or softly.  

 Painting a picture of your story is very important in radio. Use examples and anecdotes 
to illustrate your story to listeners. Try to use local examples when speaking to local 
stations. 

 Feel free to have notes in front of you to remind you of key messages, talking points, 
statistics, etc. 

 Try to personalize your delivery. If you're on a talk show, ask what the host/hostess 
prefers to be called, and use their name or a caller’s name to put the interview on a first-
name basis. 

 If responding to listener call-ins, don't let a hostile caller fluster you. Try to stay calm and 
make your points firmly and politely and back up your messages with proof points. 
Remember, your blocking and bridging technique and that you will be thankful for taking 
the high road. 


