
 

 Media Training - Tips 1 

 
Tips to Know When Dealing With the Media 

 
PREPARE CAREFULLY BEFORE A MEDIA INTERVIEW 

 
 
1. Consider your role as corporate spokesperson 
 

 To an editor, you are the voice of the company 

 Generally, you have been chosen as spokesperson because you are an 
expert regarding a specific area 

 Public image projected by the spokesperson to the media is the only image 
that counts 

 A spokesperson has a responsibility to be prepared and on time for interviews 

 The spokesperson had the single largest impact on whether a feature is 
written following an interview - give the editor enough information to create a 
well-rounded article, clearly emphasizing your specific talking points 

 
 
2. Identify the types of editors who may interview you 
 

 List the types of editors who will be most interested in your products, services 
or vision 

 Consider the needs of a business or mainstream editor versus a trade editor; 
likewise with analysts 

 Take time to review previous columns to get a sense of the editor’s areas of 
interest and writing style 

 Think objectively about your product from that specific publication’s 
perspective 

 Respect editors by not changing your interview time unless it is an emergency 
 
3. Anticipate questions, identify messages and practice beforehand 
 

 Make sure you have identified differences from your competition before 
conducting press meetings 

 Create a list of questions about your company and specific products you will 
most likely be asked during an interview 

 Create a list of questions you would least like to be asked by the press in 
order to be completely prepared 

 Identify three key copy points to reinforce for each prepared question 

 Conduct a practice Q&A session with your peers in preparation for interviews 
  



 

 Media Training - Tips 2 

 

PRESENT YOURSELF EFFECTIVELY 
 
 
 
1. Make your delivery count 
 

 Have a positive attitude toward the interview, regardless of what the rest of 
your day has been like 

 Take time to “warm-up” the editor at the beginning of the interview (it affects 
the perception of the message) 
In your editorial “warm-up” try to get a feeling for the editor’s level of industry  
(i.e. computer, technology, etc.) competency 

 Remember that the content of your message (facts, statistics, evidence, etc.) 
is important, but how you relay that information will have the most impact on 
what is remembered 

 Illustrate confidence, control, comfort & certainty in the interview 

 Use warmth, sincerity, facial expressions (in person) and vocal inflection (on 
call) to create a strong and positive impression 

 
 
2. Tips on speaking clearly 
 

 Keep your explanations as simple as possible, and be sure your product 
terminology is understandable to the editor 

 Control your use of jargon in an interview until you have evaluated the writer’s 
real knowledge of your business 

 Use analogies to add color, especially if the editor appears to be confused 

 Beware of using “vocalized pauses” (um, uh, okay...), as they can become 
very distracting during an interview 

 Avoid over-answering - you risk being quoted out of context 

 Avoid absolute statements - you will be quoted! 

 Don't be afraid to say “can I get back to you on that?” - for numbers, names 
and detail. As long as you or the PR agency does follow up, it's an accepted 
response. Equally, if you want to dodge a question we can help you do it! 

 Be aware of pace - people don't realize how quickly they speak, and most 
editors are trying to write or type notes. Very few have shorthand skills these 
days! 
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LISTENING AND RESPONDING GUIDELINES: 
IMPORTANT TIPS FOR MEDIA INTERVIEWS 

 
 
1. Listening 
 

 Note the difference between “listening” (active) vs “hearing” (passive) 

 Start listening with the first words 

 Listen to the complete question before pondering your answer 

 Concentrate and focus - resist distractions 

 Maintain eye contact or verbal contact with the interviewer 

 Avoid mental arguing 

 Listen for what is being said (content) & what isn’t (intent or motive) 

 Resist the temptation to interrupt 

 File important points and take notes if necessary 
 
 
2. Responding 
 

 Think like the interviewer and anticipate what he/she might ask 

 Respect all questions and questioners - never become defensive 

 Take your time 

 Treat questions as topics 

 Request clarification if needed 

 Look for a Bridge - gets you from the question you're asked to the question 
you really want to answer! 

 Reserve the right to say “no” or to defer your answer 

 Beware of speaking off the record - there is no such thing! 

 Get to the point and think in terms of “sound bites” 

 Conclude by asking if you have answered all his/her questions 
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RECOGNIZE THESE QUESTION AREAS 
 
 
1. Hostile Questions 

About you or your company’s actions, motives or character. Keep your 
response positive. 

 
2. Speculative Questions 

Questions that ask you to project into the future. Instead, comment on 
what you know, the current issue. 

 
3. Hypothetical Questions 
 “What if...” Identify the question as hypothetical - you need not to respond. 
 
4. Over-Specific Questions 
 You may instead speak to a trend. 
 
5. Leading or Loaded Questions 
 Challenge the premise of the question  
 
6. Multi-faceted Questions 
 You need not answer every part of the question. Choose what you wish. 
 
7. Vague Questions 
 Ask for clarification or answer as you see fit. 
 
8. Bi-Polar Questions 
 You may want to say the answer isn’t simply yes or no. 
 
9. Non-Questions 
 You may simply add to the questioner’s remark. 
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WHEN THE GOING GETS ROUGH.... 
 
 

 

1. Remain in charge - don’t panic 
 
2. Don’t get into an argument. Don’t become critical. 
 
3. Don’t make the other person appear wrong or guilty for not understanding or 
 agreeing with you. 
 
4. Use verbal stalls to buy time to think, i.e. “That’s a good question” or “Before I  
 answer, let me provide some background...” 
 
5. Change emphasis - negative to positive, e.g. “Yes, that’s true, we do charge 

more for our product, but we can increase your overall volume and revenue.” 
 
6. Change emphasis - general to specific, or specific to general. 
 
7. Break into long-winded questioners when they take a breath with, “I believe I can 
 answer that...” 
 
8. Use an example to demonstrate your idea, or a visual aid. 
 
9. Maintain your sense of humor; the “light touch” goes a long way toward your  
 success in giving interviews. 
 
 
 


