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Top tips for Interviews 
 
 
 

1. TV interviews 
 

Step one: Ask the journalist questions.  
The more you know about the interview before hand the more prepared you will feel. 

 
 Find out if anyone else is being interviewed with you, who they are and what 

their viewpoint is likely to be.   

 Find out where the interview will take place, where you should meet and at 
what time.   

 Inquire if it will be a live interview or pre-recorded.   

 Ask what questions will be put to you and what angle they’re taking - 
journalists are normally very happy to give you this information.    

 Make sure to brief the journalist. A quick chat with you will help direct the 
interview and make the journalist aware of the key points you’ll be making.    
 

 

Step two: Prepare your answers. 
Always go into interviews prepared.  
 
Firstly, think about your audience; think about how you can make the topic 
relevant to as many people as possible, avoiding technical language or too in-depth 
responses.   
 
Secondly, think about your answers. Decide on the points that you want to make 
in the interview. What are the 3 key messages that you want to get across? Write 
them down in order of importance, and practice bringing your responses back to your 
key points. 
 
Once you’ve decided on the points you want to make memorise and rehearse them.  
Stick to three points only.   
 

Step three: During the interview 
The main idea is to get your key points across almost regardless of the questions 
asked.  You can incorporate the points you want to make into any answer.   
 
Tone and body language: 
It’s key not to come across as being combative or aggressive.  You want to get the 
listener/viewer on your side and interested in what you’re saying 
 

Speak slowly. Be clear and succinct.  Use short sentences.  Imagine you are 
speaking to just one person.  Avoid jargon at all times. Assume your audience 
doesn’t know what you’re talking about.  Try to communicate the facts in plain simple 
language. Make it as understandable as possible. 
 
Your voice may be calm but your body language may give you away in a television 
interview.  Try not to fidget or cross your arms.  Try to smile and look relaxed at all 
times.  A tightened face or rigid body says more than words.   
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Tip: Don’t hold anything, for example a clipboard, in your hands. If you are nervous, 
it will visibly shake up and down. Instead stand with your hands at your side. It will 
make you feel relaxed. 
 
Dress: 
We’ve got branded t-shirts that you’re welcome to wear.  Having our logo visible will 
help show where you’re from and make you look professional. If you are unable to 
wear branded clothing please wear smart casual clothes in an outdoor location and 
a suit in studio.    
 

Step four: Difficult questions 
Difficult questions not prepared for can throw you off course and take away your 
confidence.  Don’t let the prospect of this put you off as a little extra preparation will 
help with this. 
 
Before the interview:  
Think about what difficult questions might be asked and practice how you would 
respond to them. 
 
During the interview: 
You can easily turn a negative situation into a positive one by: 

 Acknowledging 

 Bridging 

 Communicating and Controlling 
 
You must always acknowledge the question – don’t ignore it.  You then bridge by 
saying “Yes, but what our members tell us” or “Yes, but what’s really important here 
is…” or “but what you need to remember is…”  and communicate one of your three 
prepared statements to bring the journalist back to the important points that you wish 
to make. 
 
Also don’t feel pressure to answer immediately.  Take time to think about your 
answer.  Make sure that the interviewer doesn’t put words in your mouth.  Be calm.  
 

 

2. Radio interviews 
 
Prepare and answer questions exactly as you would for a TV interview (Steps 1,2, 

and 4) but during the interview: 

 Keep your mouth about a hand’s distance away from the microphone 

 Don’t hold paper notes in your hand; they will rustle if you’re nervous 

 If you need time to think, repeat the question. Avoid ‘umm, errr and well’ 

 Enjoy the interview! 

 
 
 
 
 
 
 


