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Wh a t  I do…

Podcast for orgs that 
want  to:

- Inform

- Raise  awareness

- Build community

- Engage  audiences  in  
the ir mis s ion  



Re a s on s  t o Com m un ic a t e  Th rough  Podc a s t s

Long - form - communicate  deeply or broadly

Int imate  - fos te r connectedness  and community

Easy- ent ry - lower threshold for mains t ream quality

Access ible  - available  on- demand for free  

Convenient  - lis ten on the  go/ while  working



Latest Stats: https://www.buzzsprout.com/blog/podcast - statistics

https://www.buzzsprout.com/blog/podcast-statistics




Produc t ion  Ove rvie w Flowc h a rt

1.Planning

2. Recording

3. Editing

4.Distribution

5. Marketing



Sh ow De ve lopm e n t



Wh a t  is  a  podc a s t ?  

Time Money

Planning Questions to Ask Before You Begin

What  can you afford (t ime  & money)?

What  formats  are  feas ible  with in  that  t ime/ money 
budge t?

Who are  you t rying to reach  (exte rnal or in te rnal)?

What  do you want  to accomplish  with  the  podcas t?

Is  th is  a  short - te rm or a  long- te rm project?

Why is  a  podcas t  the  bes t  way to accomplish  th is  
goal?



Narrative & 
Inte rviews

Inform & Ente rta in

Conversat ional 
(s t ructured) & 
Inte rviews

Inform & Ente rta in

Conversat ional 
(uns t ructured)

Ente rta in  > Inform

Narra t ive  
Documentary

Ente rta in  > 
Inform

Inte rviews

Inform > Ente rta in



Traditional 
Inte rview Podcas t

Eas ies t  to 
produce / edit  in  
te rms  of 
t ime/ cos t .

Dialogue  be tween 
expert s  plus  
in te rviews .

More  product ion 
t ime/ cos t .

Hos ts  need to be  
prepared and 
engaging.



Internal vs. external 

Exis t ing audience  vs . new audience

Capt ive  audience  vs . needs  to be  ent iced to lis ten  

Expert  audience  vs . genera l audience

Wh o is  Your Audie n c e



Finding  Your Nic h e  

What other media is available on this subject? 

What  other podcas t s  a re  available  on th is  subjec t? 

Is  the  exis t ing media  good? (Compet it ion?)

How large  is  the  audience  for th is  subjec t?

If the re ’s  a  lot  of compet it ion, can you be  the  bes t  
among exis t ing shows? 



Na rrowin g  Down  Your Ide a

*This example via Ian Elsner of Museum Archipelago  @Museum_ Go

Topic > Niche Topic + Unique Perspective

This  analogy was  crea ted by Ian  Elsner of Museum Archipelago



Re c ord ing



DIY 
“Studio” 
Set - Up

Remote
Professional Studio



St udio Se t up  

Laptop with 
recording software  
(RØDE Connect  
Hindenburg, 
GarageBand, 
Audit ion, Pro- Tools )

OR a  s imple  
mixing/ recording 
console  like  the  
Rodecas te r Pro 

RØDE NT-
USB Mini 
($10 0 )

Audio 
Technica  
ATR 210 0
($10 0 )

RØDE NT1
($270 )



High  Qua lit y Re m ot e  Re c ord ing

Hannah Secre tary of 
Defense

RiversideFM (or Squadcast)

Separa te  t racks  for each gues t



Gre a t  Mic s  for Re m ot e  Re c ord in g

RØDE NT- USB MINI ($10 0 ) RØDE NT- USB ($170 )



Re m ot e  Re c ord in g : Ba c kup  Re c ord ing  wit h  Sm a rt ph on e s



Wh e re  t o Re c ord?  

Always wear headphones

Avoid echoey spaces

Watch out  for loud background noises  like  running 
A/ C unit s  or fans  or s t ree t  noise .

Tes t  and asses s  before  every recording anything 
important



In t e rvie wing  Tips



In t e rvie win g  a s  a  Non - Expe rt  

You stand in for the audience.

Your job is  to give  the  gues t  a  jumping off 
point  to share  the ir unique  ins ights .

Ask s tupid ques t ions  vs . us ing your 
ques t ion as  a  way to demons t ra te  your 
own expert is e .

Be  a  good lis tener and ask the  follow up 
ques t ions  your audience  will want  to know.

Yes! My 
ques t ion 
exact ly. This  
hos t  is  grea t .



Dia logue  Be t we e n  Expe rt s

Consider the flow of information, how will 
one  topic  lead in to another for a  na tura l 
fee l tha t  is  s t ill organized. 

Have  a  planning/ prep ses s ion to agree  on 
any key points . 

Deve lop an out line  of the  conversa t ion 
tha t  part ic ipants  can work from to keep 
the  conversa t ion on t rack. 



Dia logue  Be t we e n  Expe rt s  - Don ’t  Forge t  t h e  Audie n c e

Keep in mind the audience’s expert is e  
leve l - will they know what  tha t  acronym 
means?

Think of the  lis tener as  a  th ird person in  
the  room who needs  to s tay in  the  loop.

Fill the  audience  in  on needed context , 
even if hos t s  know already know it .

Yes ! My 
ques t ion 
exact ly. This  
hos t  is  grea t .

Am I mis s ing 
something here? 
I’m so los t . 

…I’m gonna lis ten  
to tha t  other 
show.



More  ru le s  for e n ga g in g  c on ve rs a t ions

Avoid off - topic  bante r/ chit  chat / humor. 

Ge t  right  to the  good s tuff (the  meat  of the  
in te rview! 

Make  the  firs t  s egment  as  engaging as  poss ible .

Backt rack la te r for le s s - inte res t ing expos it ion. 

Cons ider t akeaways / key point  recap a t  the  end. 

Edit! 



Edit ing



DAW (Dig it a l Audio Works t a t ion ) Opt ion s

Descript
(Free- $24  per 
mo.)

Hindenburg 
J ournalis t  
($99)

Adobe  Audit ion
Pro Tools
Logic  X Pro 



Hin de n burg  Pro



Hin de n burg

Great set of 
tutoria ls  on the ir 
webs ite



Auph on ic .c om 
a udio e ng ine e ring  h a c k (pre - e d it ing) 



Us in g  De s c rip t  t o Arra n ge  a n d / or Edit  Ep is ode s  (+ Soun d  St ud io Filt e r)



Edit in g : Wh a t  t o do c u t  (a n d  in  wh a t  orde r)

1. Major Edits: Digressions in the conversation, 
segments  tha t  need to be  cut  for t ime , 
rearranging th ings . 

2. Minor Edit s : Fille r words , long s ilences , loud 
brea ths , e tc . 



Edit in g : Now wh a t ?  

3. Add intro/outro narration (optional).

4 . Add theme mus ic  (opt ional). 

5. Once  through from s tart  to fin ish , 
check for t iming, fina l fine  edit s , 
informat ion flow, e tc . 

6 . Export  and proof- lis ten (or a t  leas t  
spot  check your MP3). 



Ph a s e  2 : Writ in g  a n d  Re c ord ing  a  Sc rip t   

Write like you speak! 

We don’t  usually speak with  fancy vocab. 

Pay a t tent ion to what  order you give  informat ion in , 
as  your lis teners  can’t  go back to re read anything. 

Don’t  repeat  informat ion (and in t roduct ions ) 
unneces sarily.

Read through your script  out  loud before  recording.



Mus ic  & SFX

*Must be copyright/royalty free or you have permission from the copyright 
holder.*



Dis t ribu t ion  
& Ma rke t ing



(Podcast Hosting Service)



St e ps  for 
Pub lis h ing  & 
Dis t ribu t ing  Your 
Sh ow

1. Choose a podcast hosting provider.

2. Se t  up your show de ta ils  on  the  podcas t  hos t ing provider 
and upload your t ra ile r or firs t  episode .

3. Use  the  se rvice ’s  dis t ribut ion opt ions  to submit  your 
show to as  many podcatchers  as  poss ible  (Google , Spot ify, 
e tc). 

4 . Grab your RSS feed (url) from the  hos t ing se rvice ’s  
dis t ribut ion sect ion and submit  it  to Apple  Podcas t s  via  
podcastsconnect.apple.com .

5. Wait  up to a  few days  for your show to show up 
everywhere . Find a ll the  links  to diffe rent  pla t forms  us ing 
Pod.Link



Hom e pa ge  & Sh ow Not e s

Homepage: Main page on your website where listeners 
can access  podcas t , links , ext ra  mate ria ls .

Show Notes : Individual blog- pos t  or page  
for each  episode  with  episode  de ta ils , 
t ranscript , photos , links , e tc . 



POD.LINK



Tips  for a  s uc c e s s fu l s h ow la un c h

Choose a short, unique show name.

Get  grea t  show artwork tha t  looks  good as  a  t iny 
thumbnail.

Craft  a  compelling show descript ion tha t  s ays  who 
the  show is  for and why th is  is  a  mus t - lis ten.

Build buzz with  an audio t ra ile r (2 min).



He a dlin e r.App: Fre e  s oc ia l m e dia  vide os  from  a udio c lips

Make free social media videos with captions from clips of your podcast.



He a dlin e r.App: Fre e  s oc ia l m e dia  vide os  from  a udio c lips

Make free social media videos with captions from clips of your podcast.



Podc a s t s  a re  
e ve rgre e n  
c on t e n t .



Eva lua t ion : Down loa ds  pe r e p is ode  x da ys  a ft e r pub lis h in g  

7 Days (via 
Buzzsprout)

Top 1% = 5, 102

Top 10% + 468

Top 50% = 31

30 Days (via Libsyn) 

Top 1% = 32,000 

Top 10% + 3,300

Top 50% = 150



Eva lua t ion : Re le a s e  Win dow

Transistor.FM: Episode Comparison Graph with “Release Window” Data



Eva lua t ion : Apple  Podc a s t s  Da t a



Eva lua t ion : Apple  Podc a s t s  Da t a  - Ave ra ge  Con s um pt ion



Out s ou rc ing  



De fin it ions  (Sa ve  for La t e r)

*These terms are often used interchangeably, so always ask “and what 
does that mean.” 

Editor: Cuts and organizes and assembles your audio as instructed. 
May also do audio engineering. Typically charge by the hour. 

Audio Engineer: Technical specialists who are responsible for the 
recording, mixing, and mastering of music and vocals.

Producer: Typically involved with/oversees the running of the show 
(project manager). Conducts interviews. Plans stories, etc. May also 
edit. 

Production Company: A company that employs producers and 
editors to make podcasts from start to finish.  



How t o Ch oos e  a n  Edit or/ Produc e r

1. Listen to what they have already edited/produced. Do you like it? 

2. Ideally, find someone who understands your organization, mission. 

3. Ask them to walk you through their process from start to finish so 
that you understand what to expect at each step. 

4. Get a few quotes. If one stands out for being much less or much 
more, ask why.

This is not a very standardized industry!



Le a rn  m ore : be t t e rle m on a udio.c om / re s ou rc e s
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