
 
 

UWS Tips for Being a Great Podcast Guest 
 

1. Understand the audience 
 
The UWS Life and Mindfulness + Mental Health podcasts primarily reach the UWS internal and 
external community. From current students, prospective students, alumni, donors, business 
partners and more, when you are a guest on these programs you can envision yourself speaking 
directly to UWS community members. Episodes are also shared on the UWS social media 
channels.  
 
When you are a guest on an externally hosted podcast, do your due diligence and research who 
the show usually reaches. If you are not sure, ask the host!  
 

2. Listen to one or two previous shows  
 
This tip goes hand in hand with the first one., When you actually consume a few episodes of the 
podcast you will be a guest on, you can understand the general flow of the show itself. When in 
doubt, prepare, prepare, prepare.  
 
*Try to also use the host’s name in conversation for authenticity during the interview/recording.  

 
3. Send relevant bio information, a high-resolution headshot, and any links you’d 

like to include to the host to help further promote you and your episode 
 
The items requested are to help promote the episode you are a guest on. To make it easier on 
you, when the request comes in, have these items easily accessible in a folder in your files. 
Receiving a headshot in a strange format (stick to JPEG or PNG) or one that is extremely low 
resolution makes promoting the episode difficult, as imagery plays a major role in attracting 
listeners. Help your podcast host help you by being prepared with these items.  

 

4. Avoid a standard elevator pitch and lean into authenticity  
 

Within the show notes of the podcast, you can expect your bio, links, etc. When you are speaking 
about yourself, try to steer clear of canned elevator speeches and speak from the heart. Ask 
yourself if your passion for the topic you are speaking on is coming through in an authentic way.  
 
But if you need help with an elevator pitch about UWS, let communications know and they will 
help. 

 

5. Ensure your audio quality is top-notch  
 

Chances are you have become very proficient with platforms such as Microsoft Teams and 
Zoom. When speaking, ensure to enunciate and speak clearly. Nothing is worse for a podcast 
editor than having to have to re-tool the guest’s audio quality manually. Turn up your volume, 
invest in a microphone (doesn’t have to be very expensive!) and speak close to your computer if 
that is the way the interview is being conducted.  
 

 



6. Remove potential distractions and extra noise  
 

If you have kids or pets around, we know they can be great additions to your life but not so great 
for extra audio noise. This is also true for phones not turned on silent, notification sounds coming 
from your computer, etc. Find a quiet space without extra background noise to make your 
podcast host happy and in-turn, you will be pleased how you sound as a guest too.  
 
*Please also use headphones when you are recording the interview to further assist with the 
sound quality.  

 

7. Be prepared  
 

A lot of times, a podcast host will provide a list of questions they’d like to cover with you. You can 
safely bet the host is doing their preparation work, so it’s respectful for you to as well. Carefully 
review the questions and if it helps to practice through the main points you’d like to cover, do so! 
No one was ever mad at themselves for sounding too intelligent or coherent on a podcast.  

 

8. Stumbling over your words is okay – you don’t have to be perfect  
 

While being prepared is definitely encouraged (see tip #7), no one is expecting perfection. If you 
have a misstep in your thought, take a moment to regather your thoughts and keep going. 
Speaking like yourself will come off more genuine and translate to the audience. Prepare, but 
don’t aim for perfection.  

 

9. Avoid expletives, jargon and filler words  
 

Whether you are a guest on the UWS-hosted podcasts or an external show, you are representing 
University of Western States as a thought leader. Expletives are generally not very professional in 
any setting and can turn listeners off. While you are a guest positioned as a thought leader, 
remember listeners may not be experts on the topic you are discussing. Avoid using jargon and 
acronyms, as these words aren’t typically common knowledge. When it comes to filler words, see 
tip #7, you are not expected to be perfect, but try to avoid filler words such as “um” as much as 
possible.  

 

10. Be on time for the scheduled recording session 
 

It’s not easy to coordinate everyone’s schedules to record. A lot of work and thought goes into 
coordinating podcast shows. Be respectful and professional by being on time for your scheduled 
recording time. If something comes up last minute, be courteous and communicate with the 
podcast host/scheduler.  

 


