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1. The Setup 
2. Record 
3. Edit 
4. Publish 
5. Promote

T H E  P R O C E S S



T H E  S E T U P
WHERE TO START



G E T  A  T I T L E
• Descriptive 
• Your Name 
• Brand name



G E T  A  P O D C A S T  C O V E R

canva.com



G E T  A  P O D C A S T  H O S T

ANCHOR.FM

http://anchor.fm










E Q U I P M E N T
GEAR GUIDE



O R



SHURE MV7

A D VA N C E D  
O P T I O N



A C O U S T I C  T R E AT M E N T
THE SECRET TO GREAT SOUND



1. Starting at the source (you), it projects outward in all directions. 
2. A small portion of it (known as direct sound) travels in a straight 

line to the microphone. 
3. The remainder (known as reflected sound) bounces randomly 

between the surfaces of the room. 
4.  Some of those reflections reach the microphone.

H O W  S O U N D  T R AV E L S
IN A ROOM







R E C O R D I N G
THE CONVERSATION







W H E R E  T O  F I N D  G U E S T S
MATCHMAKER.FM



E D I T I N G
YOUR EXPERTISE



B A S I C  E D I T I N G



audacityteam.orgapple.com/mac/garageband/

B E T T E R  E D I T I N G  T O O L S



1. Record your interview. Don't stop for mistakes, just laugh about them, 
quickly correct yourself, and continue. 

2. Bring the recording into the editor and top and tail it (means chop the 
silence at the start and the end). 

3. Export and publish!

3 - S T E P  E D I T I N G
THE BASICS



I N  C A S E  O F  M I S TA K E S



1. Record your content, including intro, content and end bits. 
2. Bring that audio file into the editor and chop off the silence at the start and 

end. 
3. Remove mistakes 
4. Amplify the volume to a standard level – again -2db peak amp. 
5. Import theme music and transition clips. 
6. Use the shift tool to move the music and transitions into the right place, 

overlapping a little with vocals. 
7. Export and publish!

7 - S T E P  E D I T I N G
A BIT MORE POLISH



R E P O R T I N G
LOOKING AT THE DATA









P R O M O T I O N
THE 7 STEPS TO BUILDING AN AUDIENCE



 1 .  P O D C A S T  D I R E C T O R I E S
BY THE NUMBERS:



 2 .  Y O U R  W E B S I T E
• Embed the player 
• Create posts for episodes 
• Create show notes 
• Consider transcripts



Simple Steps Session 3, Marketing

3 .  B U I L D  A N  E M A I L  L I S T
USE A LEAD MAGNET

5-10 DAY 
CHALLENGE

LIVE WORKSHOP

QUIZ OR 
ASSESSMENT

CALCULATOR

CONTEST

EXCLUSIVE
CONTENT



SOCIAL SEARCH EMAIL

PAID
ADVERTISING 
CHANNELS

4. USE DISTRIBUTION CHANNELS

ORGANIC (FREE) CHANNELS



 5 .  G U E S T  P R O M O T I O N
Hi [name], 
Thanks again for joining me on our show. I loved 
what you said about [specific point the guest made]. 

Our episode is going live today! Here is a link to the 
episode: [link] 

Also, we’ve created a video snippet from the show. 
Here is that link [link]. Please feel free to share any of 
the information or use it however you'd like. 

Like I said at the end of the call, I’m always looking 
for new podcast guests. Do you know two people 
who [specific qualifications that make it easy for the 
guest to know exactly to whom to introduce you]? 

If so, I can send you an email you can forward to them 
about the show. 

Thank you! 
Adam 

• Keep it unique 
• Be grateful 
• Include a link to the show 
• Share any graphics 
• Encourage them to share it



 6 .  B E C O M E  A  G U E S T
MATCHMAKER.FM



 7 .  Y O U T U B E
HEADLINER.APP



G E T  S TA R T E D
NEXT STEP…


