TIPS FOR IMPROVING INTERVIEWS
Do’s and Don’ts 

The following “do’s” and “don’ts” are helpful reminders of what works and what doesn’t during interviews or press conferences. 

DO:

· Know what you want to say.  It is the best way to control the interview and accomplish your objectives.
· Know your main point and stick to it.  Too many messages will be confusing to the reporter and the public.

· Be positive, yet realistic.  Turn a negative question around and answer it in the positive.  If asked, “Why didn’t the school evacuate the building sooner?”  Instead of saying, “We didn’t evacuate sooner because . . .,” say:  “We evacuated the building when we received notice from the police that is was safe to do so.”
· Show compassion and empathy. 

· Know when to stop.  Stop talking when you’ve made your point.  Don’t speculate and don’t feel that you have to fill empty air space.
· Whenever possible, summarize your key points at the end of the interview.

DON’T:

· Speculate.  If you don’t know the answer to something, say so.  Don’t offer your opinion.

· Answer hypothetical questions.  Hypothetical questions often begin:  “What if . . . .”  Don’t answer questions that require you to make assumptions.
· Comment on other organizations, unless to thank them for their efforts.

· Comment on what others have said, particularly if you haven’t heard or read it yourself.  It may cause you to verify something that might not be true.
· Lose your temper.  You can stand your ground without losing it.
· Lie.  NEVER!

· Say anything to a reporter you don’t want to see in print or on TV.  Always assume that microphones are turned on.
· Use “off the record.”  Even if you have a long-standing relationship with a reporter consider this:  if the information gets out from a source other than you, other reporters may run with the information while the reporter you trusted misses out on the story by respecting your request to keep the information off the record!
· Say “no comment”!  There is always a better alternative, such as admitting you don’t have an answer, but promising to get one.
Managing Your Nervousness

Most people experience at least some nervousness when being interviewed, especially in front of cameras, but there are things you can do to reduce those “butterflies.”

· Prepare.  The more prepared you are, the less nervous you will feel.

· Anticipate questions.  Think like a reporter and anticipate the questions you might be asked.  Reducing the “surprise” factor will reduce your nervousness.  

· Do something to relax yourself.  Take a few deep breaths, stretch, or walk around.  Find out what technique works best to help you relax.

· Use your nervousness as positive energy.  Nervousness is not all bad!  A bit of nervousness can energize your performance.

· Realize the reporter wants you to succeed.  In most cases, the reporter is not out to get you and really doesn’t want you to stumble over words or misspeak.  If the interview is being taped, don’t hesitate to say, “I’d like to try that again” if your answer to a question came out tongue-tied.

· Know it is okay to pause to gather thoughts.  A pause will always seem longer to you than the audience, so don’t ramble or use fillers like “um” to take up dead air.  Gather your thoughts and give your best answer.
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