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1. Radio Presenting 

As a Radio presenter you might be presenting shows on different platforms including national, regional, local, 
community, online, hospitals and even some shops and corporations have their own radio stations.  

A good radio presenter should have warmth, confidence and the ability to talk to their listener as one person. 
You should never refer to your audience as ‘You Listeners’, ‘All you listeners out there’ or ‘You Guys’. Radio is a 
very intimate platform and unless your radio station has video streaming, your listeners will only be hearing 
you so it’s so important you communicate your passion and energy through your voice.  

On bigger stations you will probably have a programme team to help you out. Broadcast Assistant, Studio 
Manager, producer and other staff to take calls ect. Sometimes you might have a co-presenter as well. Most 
presenters will drive the show themselves which means running the desk that controls all your music, jingles 
adverts ect. On smaller stations such as local, community or hospital radio you will highly likely be on your 
own.  

 
Qualities of a Radio Presenter:  
 

– Warm, but not smarmy 
– Adaptability, things can change at the last minute 
– Friendly, but not intrusive or too cosy 
– Good personality, someone to relate to and trust 
– Clear, but not over enunciated or precise 
– Natural, but not undisciplined 
– Authoritative, but not aggressive 
– Confident, but not arrogant 
– Fluent, but not unbelievable 
– Sympathetic, but not patronising 
– Be yourself, don’t copy anyone else.  

 
Attributes of a Radio Presenter: 

– Good one to one communication skills and the ability to ad-lib 
– Good performance skills and a clear understandable voice  
– Warmth, Natural and be relatable 
– Confidence and ability to sell yourself  
– Good technique when it comes to operating a desk 
– Good knowledge or researching skills 
– A people person and good interview skills  
– Awareness of media law and Ofcom rules  
– Natural and relatable 
– Good Team player 
– Have passion and be creative 
– Sociable, you must love meeting and working with new people 
– Well organised, a good show is based on the preparation  
– Composure, ability to stay calm when under pressure and make decisions  
 

 

 

 

 



How important a presenter is to a station?  

Presenters are public face of a station, their job is to entertain, inform and to keep people listening for as long 
as possible and for them to come back. Your job as a radio presenter might be different from station to 
station.  

During a show you will be operating the desk, playing music, interview guests and reading and introduce items 
such as weather, travel, news, and what’s on. This is unless it comes from an external station. E.g. Sky News 
Centre etc. You might be doing this on your own or with/as a co-presenter.  

 

Know your listener / Audience  

As a radio presenter you must know your audience. It is important that you begin to think of your audience as 
individuals and understand what motivates each of them to choose to listen to you. When you know who your 
audience is, you’ll have a better understand of what they are looking for when they’re listening to your show.  

Here are some questions you should think about: 

• How old are they or their age range? Is it a show for young and funky people or more mature 
listeners? Your station might even have a varied age range.  

• Are they male or female? 

• Where do they live? Are they local, national?  

• Where are they listening? Listeners behave differently at home to in their cars and workplace. Are 
they commuting in the car if they are, your listener might be dipping in and out, people listening to 
the radio in cars tend to channel hop more often, if they are in a busy office or factory it tends to be 
more music based with short links as they can’t concentrate on long speech or want demanding chat 
that can take up their attention, or if they are at home or quiet office where they can concentrate on 
more speech or debate shows.  

• What time is it where they are listening? If it’s breakfast you’re getting them motivated for the day 
ahead and if it’s drive getting them ready for the evening,  

• Why are they listening?  

• How are they listening? Car, Radio, Internet?  

• What are they doing whilst listening? Are they passive listening or active listening?  

• Do they want to interact with you or just sit-back and listen?  

• How do they feel while listening? Your aim is to create a "me too" moments with your listener. The 
more you understand them the easier that will be 

 
How to talk & Your Voice  
 

As a radio presenter, it’s so important for you to just be yourself, don’t copy anybody else, work to your 
strengths rather than try to be someone you're not. Be natural, conversational and engaging, your listener 
should feel like they’re part of your conversation and your friend. Don’t be over formal. You should always be 
speaking to your audience ‘as one person’ and avoid terms like ‘you listeners’. ‘You guys’. Your listener is 
experiencing your show an individual, not as a group of people. You will know from your own listening 
experience that radio can often be solitary adventure so, avoid terms like: "anyone out there", "you all", even 
"some of you" this implies you’re disconnected from your listener and that you’re talking to a group rather 
than an individual. The more you use the terms “You” and “I", the more you’re likely to engage and build a 
natural report with your listener.  
 
Try not to use radio jargon like; ‘stay tuned’, ‘There’s been an RTA’ and use every day conversational language 
that’s jargon free and avoid bad habits of repeating phrases like; ‘umming and erring’ and ‘you know’.  
 



Remember to paint pictures with your words. Your listener has to visualise what’s happening and create a 
picture what’s happening. Avoid using generalisations and adjectives like beautiful, lovely and gorgeous. 
Describe in detail so it’s much easier for them to imagine.  
 
 
Be in Charge & Relax  
 
You are the host and in charge. Keep your voice energetic but calm. If a presenter sounds tense or stressed on 
air, the listener will hear this in your voice. Of course, you can still come across as empathetic and sympathetic 
if necessary. Always be concise and accurate, do not lack confidence or sound uncertain your listener might 
loose faith in you. Guide your listener through what you are doing and don’t confuse them. Sometimes a few 
words can have a greater impact than many.  
 
Speed, Rhythm & Tone  
 
Practice the pace and rhythm of how you’re speaking. Are you speaking too fast or too slow? Are you 
remembering to pause and breathe naturally? You should be speaking clearly and not mumbling. Tongue 
twisters are a good way to practice they will improve pronunciation and fluency.   
 
Make the Mic Your Best Friend  
 
Make the most of what the microphone can do, and use it properly, get close to the mic about 6-12 inches 
away. Make sure it is in the correct position, presenter microphones usually have a spot which is on the face of 
the microphone, this should be facing you. A microphone can only take so much of your voice so don't shout 
into it, make sure you're not popping your p’s, the most effective way to avoid this, is to position the 
microphone off-axis which is slightly off at an angle to the side rather than having it directly in front of your 
mouth. Also, be aware of jangling jewellery, ruffling clothes and rustling or paper that the microphone doesn’t 
pick up on this.  

Reading scripts out loud 

Read and prepare before going on air! 

If you’re reading something out on air, make sure you read it first and if it doesn’t sound right or doesn’t flow, 
check with your producer and re-write it. The exception to this is paid adverts which have to be word for word 
or news headlines as these will have been written by a qualified journalist. Pronunciations should be checked 
before going on air, check google or with someone then write it down as it sounds.  

Understand the story 

Make sure you understand the story and what you are saying. Sounds obvious but if you’re just saying the 
words and not connecting with them or understanding what you’re saying you won’t come across as engaging. 
If it sounds as if you are reading it, you’re doing it wrong. Lift words gently rather than stress then. Eg. People’s 
names, places, titles. You should sound like you’re speaking to a friend in a natural conversational way.  

 
Movement & positioning.  
 
Sit in a position that allows you to breathe easy and allow body movement. Don’t sit hunched. Good posture is 
still important even although the listener can’t see you it will come through in your voice and you might sound 
tense.  You might even want to stand up at times in your show. You can still use hand movements and gestures 
as although nobody can see them, they are still communicated through your voice. Facial expressions are 
critical to how we sound so remember to smile when you talk of course it might not always be appropriate if 
the subject is serious or if you’re news reporting.  
 
 



Why listeners listen 
 
Radio is always adapting and changing with technologies and consumer trends but is still as popular as ever. 
It’s portable and now accessible through laptops, computers, phones, apps and smart speakers, meaning 
people can listen to their favourite station whenever they want, however they want. Radio is free and unlike 
some podcasts, doesn't require any form of monthly subscription.  
 
People listen to the radio for:  
 

• Company  

• Entertainment 

• Information 

• Interest 
 
What makes a good quality radio show?  
 
Producing a good quality radio show does take time and preparation and this is what’s going to separate 
average presenters from those whose shows stand out for their professionalism and consistency. 
 
A good quality radio show should be:  
 

• Audience Focused 

• Decent Content 

• Great Knowledge 

• Memorable Touch Points 

• A Connection 

• Good listener Engagement 

 
 

2. Before your show 
 
Show preparation and planning is vital to produce a quality professional show. The best radio shows always 
have hours of preparation behind them. The better you prepare beforehand with your content, the more time 
you’ll have during a show to enjoy and interact with your listeners. Clock sheets and running orders should be 
used to plan your show.  
 
 
Music 

• Plan the songs you are going to play, and how this music will be played (some commercial stations 
already have play lists set up so you might not get a say in the music).  

• Know the mood you are trying to create, if it’s breakfast you’re getting people motivated for the day. 
If it’s a show late at night or a gave yard show (during the night) it might be music that’s slower 
paced.  

• The music you play may alter you audience so think carefully about the typical playlist. If you’re trying 
to keep listeners listening to your station for most of the day, it will need to be consistent.  

• If you’re trying to reflect your whole community, it will probably have to be quite varied.  
• It’s important to get the flow of music right too, you don’t want to crash straight from a power ballet 

to something that’s heavy metal so it’s best to have some sort of lead up.  
 
Speech and Interviews 

• Prep your features and interviews, know your topic.  
• Research the news and any celebrity gossip. What’s happening in the world of Entertainment. 
• If it’s community or local radio, what’s happening in your local town and how is it effecting people.  
• Learn about your guest and prepare questions or your agenda in advance.  
• Plan your links.  



 

Links  

Links are not usually scripted, apart from cues and introductions to interviews. They’re usually spontaneous 
and conversational. Ad-libbing does take practice so when you start out in radio you may want to write some 
points down if it helps.  The length of links varies and can be as short or as long as they need to be as long as 
they are engaging. However, beware that commercial stations have set times and will tell you how long your 
link should be sometimes you might only have 40 seconds to talk, and in that time, you have to get your name 
and the stations name in.  

Links are usually be ‘every other song’ (Link, song. Song, link, song, link, song, song, link). Some stations have 3 
songs however if you have a more speech-based show it will be less.  

Never open your microphone unless you know what you’re going to say. Ask yourself the 3 W’s before you 
deliver any content:  

1. WHAT is the point? 

2. WHY am I doing it? 

3. WHO cares?  

Keep it short and simple (KISS). Only use one thought per link otherwise it’s too much information and will 
confuse your listener.   

Plan your links 

1. How are you going to start your link? 

2. What is your content? 

3. How are you going to end your link? – This is the most important.  

Try not to talk over your songs and especially don’t talk over vocals. Wait for a song to either fade out or end.  

Where to get ideas for links?  

- What’s in the news or social media? Read online, what’s trending, any update information on the 
song artist. Have they got a new album or tour to promote?  

- Does it link to anything that’s been on TV recently?  
- Song facts, information or a story about the artist.  
- Anything personal, personal story or memories. Perhaps where you were when you first heard the 

song. This will make the listener think the same and it’s things like these that create a rapport with 
your audience.  
 
Example links:  
 

- “That was Take That here on Radio XYZ, I’m Jenny here until 4pm until Jonny takes over for drive 
time”  

- ‘Radio XYZ playing Take That’s new single and we’re giving away £1000 in our guess the link 
competition’ 

- “That’s Take That’s latest song on the station that’s giving away £1000 in Radio XYZ’s guess the link 
competition…. details of competition are coming up make sure you’re listening at 09:30 on Radio XYZ” 

- “Simons on the line now to Radio XYZ” 
- “Mark, thanks for joining us on Radio XYZ” 
- “Later here on Radio XYZ” 
- “Laura Smith reports for Radio XYZ” 



- Tease something that’s coming up… “Still to come on XYZ we have a classic from Bon Jovi, A 90’s 
throwback from Take That that will get you dancing but first here’s the new one from Ed Sheeran 

from his upcoming album Divide out on 6th January.”    
- “Radio XYZ 97.3FM playing The Killers and Ariana Grande…still to come….” 
- “Remember you can get in touch with me here in the XYZ studio on…” (mention social media’s etc.)  
- “I’m back tomorrow at 6am, but stick with us at Radio XYZ, up next it’s the Mid-Morning Show with 

Carla Smith she’s got an exclusive interview with xxxx” 
- Also mention where you are especially if you are doing an OB. 

Using the Station and Your Name:  

You should be mentioning your radio stations name / frequency regularly. If you mention the station every 20 
minutes, if they listen for an hour, they will only hear it 2-3 times. You should also mention your name around 
every 2nd-3rd Link. Some stations might like you to do this every link. Keep it informal. ‘I’m Jenny’ rather than 
‘My name is Jenny’. Jingles should be used in between songs to identify the station if the presenter isn’t 
speaking.  

Other things to think about when doing a link:  

- What is the point of what you’re talking about? 
- Who cares about what you’re talking about? 
- Why are you talking about it? 
- What are you trying to achieve with your link? (Build everything around what the point of your link is). 
- Be relatable. Talk about what your listeners are talking about. 
- Have you thought about how to get OUT of your link? 
- Don’t ramble on. KISS! Keep It Short/Simple! 
- ALWAYS think of your listener. This show is for them, not just for you. Give them a reason to listen. 
- How are you standing out from the radio presenter on the next radio station? 
- Make the listener care. Within reason and Ofcom guidelines, you can talk about anything on the 

radio, but only if you're doing it in a way that your listener will be interested in and care about.  

 
Clocks Sheet:  
 

 
 

Clocks sheets are a simple tool that enable you to plan and build a show during your preparation work. They’re 
used as an easy way to picture a radio show. Although running orders might be easier to use if you’re looking 
to adapt and fill in more details for your show.  
 
Great shows have clocks, formats and running orders as it enables a presenter to be at their best.  They give 
your show structure and focus making it easier to plan, produce and present a better show giving you time to 
relax and enjoy your show and better connect with your listener. Poor presenters don’t plan, prep or use 
clocks.  
 



Example Show Running Order:   
 
Music Based Show 
 
 

TIME CONTENT DURATION NOTES 

00 NEWS 3 minutes  

03 SONG 1 3 minutes  

06 SONG 2 3 minutes  

09 LINK 1 1 minute  

10 SONG 3 3 minutes  

13 LINK 2 and Tease 1 minute  

14 ADVERT 2 minutes  

16 JINGLE 10 seconds  

16 SONG 4 3 minutes  

19 LINK 3 1 minute  

20 SONG 5 3 minutes  

23 LINK 4 and Tease 2 minutes  

25 ADVERT 2 minutes  

27 JINGLE 10 seconds  

27 SONG 6  3 minutes  

30 LINK 5 1 minute  

31 SONG 7 3 minutes  

34 SONG 8 3 minutes  

37 LINK 6 1 minute  

38 SONG 9 3 minutes  

41 LINK 7 and Tease 1 minute  

42 ADVERT – Start back-timing 2 minutes  

44 JINGLE 10 seconds  

44 SONG 10 3 minutes  

47 LINK 8 1 minute  

48 SONG 11 3 minutes  

51 LINK 9 and Tease 1 minute  

52 ADVERT 2 minutes  

54 JINGLE 10 seconds  

54 SONG 12 3 minutes  

 SONG 13 - Reserve 3 minutes  

57 Tease 10 seconds  

57 ADVERT 2 minutes  

59 WEATHER then into NEWS 1 minute  
 
          Fixed Items e.g., News, Adverts.                            Links & Speech  
 
          Jingles & Songs   



Magazine Based Show 
 
 

TIME CONTENT DURATION NOTES 

00 NEWS 3 minutes  

03 INTRODUCTION  1 minute  

04 STORY / INTERVIEW 1 6 minutes  

10 SONG 1 3 minutes  

13 LINK 1 and Tease 1 minute  

14 STORY / INTERVIEW 2  6 minutes  

20 ADVERT 2 minutes   

22 JINGLE 10 seconds   

22 SONG  2 3 minutes   

25 LINK 2  1 minute   

26 STORY / INTERVIEW 3 6 minutes   

32 LINK 3 and Tease 1 minute   

33 SONG 3 3 minutes  

36 STORY / INTERVIEW 4 6 minutes   

42 ADVERT 2 minutes   

44 JINGLE 10 seconds  

44 SONG 4 3 minutes   

47 LINK 5 1 minute   

48 STORY/INTERVIEW  5 6 minutes   

54 SONG 6 3 minutes   

58 Wrap up & Tease what’s coming up 1 minute   

57 ADVERT 2 minutes  

59 WEATHER then into NEWS 1 minute  
 
          Fixed Items e.g., News, Adverts.                            Links & Speech  
 
          Jingles & Songs   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Promoting your show:   
 
Promoting your radio show is so important so you can attract more listeners, develop a brand, and build a 
loyal fan base. Depending on the radio station size, you might have someone who does this for you, or you 
might have to do this all yourself.  
 

1. Build a strong social media presence:  
Social media platforms like Facebook, Twitter, Instagram and TikTok have millions of people using them. So, 
it’s essential you’re uploading content on these platforms to increase your social media following and to target 
your audience. Upload show teasers, audiograms and videos from your show. You can also create engaging 
conversation with things like polls and questions. Be creative.  
 

2. Get local media coverage:  
Build up strong relationships with media outlets and journalists. If you have a new feature on your show or have 

an interesting guest get your station to send them a press release.  

 

3. Cross promote with other shows:  
Create a short read out for other shows to read and promote you. Make it short, punchy and ensure your name is 

included in the script.  

 

4. Create a show promo  
Create a short and punchy 30 second show promo for other shows on your station to play. It might be best bits 

from a previous show to show listeners what they missed or a regular promo to tell them what your show is all 

about.  

 

5. Get out and meet your listeners  
This works especially well if you’re working at a local radio station, get out and meet your local community. 

Find out when there are local events, shop openings or anything interesting in your local area and become the 

reperestive for your station. Carry leaflets and business cards so you can hand them out. Doing Outdoor 

Broadcasts within your community is excellent for raising awareness.  

 
 
Ofcom: 
 
As a presenter you should make sure you are up to date with Ofcom rules and regulations. 
 
https://www.ofcom.org.uk/tv-radio-and-on-demand/broadcast-codes 
 

 
 
3. During Your Show 
 
Presenting Style and Personality  
 
Be yourself - Keep your style natural, conversational, lively and engaging. Smile as you speak, smiling adds 
warmth and friendly but frowning can make you sound cold and distant. Show genuine emotion - make the 
information personal - You should be talking with the listener, not at them. Use your usual speech pattern, and 
everyday words, the same language you’d use when talking with your friends - Vocabulary should be 
accessible, jargon free, simple, clear and intelligent. Address the listener in the first person - this is more 
intimate and encourages a sense of belonging - keep a single listener in mind, talk with one listener, not a 
group. Be Conversational and talk about relatable experiences.  
 
 
Be confident, know your stuff, do your research. If you have a producer, don’t always relay on the information 
you’re given, be prepared to do your own research as well.  

https://www.ofcom.org.uk/tv-radio-and-on-demand/broadcast-codes


 
Use one thought/topic/feature per link otherwise it might confuse them. During songs, focus on what’s coming 
up & how to deliver it. Use the present tense wherever possible - it gives a sense of immediacy.  Try to avoid 
becoming too predictable or repetitive. It’s easy to get into habits such as repeating the same expressions. Be 
careful not to overcomplicate things and don’t be unnecessarily formal in your delivery. The quickest route to 
the message is always best, don’t waffle or talk nonsense with your guests, when introducing your guest or 
next presenter don’t ask them ‘How are you?’, it’s unnecessary.  
 
Interact with your audience, get them to ask you questions, encourage them to call, text or email during the 
show (only if this is live, don’t if it’s a pre-record). Use relatable everyday experiences, this makes you relatable 
to the listener.   
 
Avoid dead air! Broadcasting science is a presenter’s worst nightmare. This is usually a technical problem, but 
a presenter must be aware not to broadcast long silences otherwise your listener with switch stations.  
 
Avoid ‘Radio Clichés’, “Top of the hour”, “That was”.     
 
Think before you do or say anything in the studio, never open the mic unless you know what you are going to 
say - Less is More, fewer words have more impact. Be organised, stay ahead of the game, know what is coming 
up on your show ahead of time, and let your audience know.  
 
Make sure every link has, your station ID or Presenter Name, and something interesting embedded in it. Make 
sure you use the stations jingles where you’re suppose to.   
 
During a live show you’ll need to keep your listener updated with the time. This is especially important when 
it’s a weekday Breakfast or Drivetime show where it should be done more frequently than the rest of the day 
or weekend.  
 
If there is a presenter before your show, make sure you thank them when you open your show.   
 
Watch your sound levels, as a rule you should be checking them on the sound gauge every 30 seconds. Also 
make sure your music bed isn't too loud or your guests too quiet. You can usually tell by looking at the output 
volume dial or listening in your headphones.  
 
Mention and tease special features, competitions, guests coming up on your show. Promote the next show 
and other shows for the rest of the day. 
 
Keep calm, radio broadcasting live can be unpredictable. Technical things can happen but it’s your job as a 
presenter to keep calm.  
 
When you’re finishing your show, you should always say when you’ll next be on air and promote the next 
show and presenter and any features or guests they have.  
 
Get good at learning all the techniques and understanding what works for you.  
 
Learn the Rules, Then Break Them! If you know the rules, then you know which rules you can break.  

 

How to Introduce Music: 

- How is the songs performance doing in the charts?  
- Has the artist got an up-and-coming Tour or new album?  
- Is it the Artists Birthday or anniversary?  
- News Item that’s been in the press.  
- Trivia about the song or band.  



- Anything usual or quirky. Is there a misheard lyric or something strange perhaps in the song or music 
video?  

 

 
- Back-timing: 

 
- You should back-time before ending your hour or show. This is to ensure you don’t either run out of 

time and over run. Timing is essential for a professional show, cutting a song out half-way through is 
un-professional, adverts need to be played on time and you can’t join the news half-way through. If 
you finish early, it means you’ll have to ad-lib to fill time.  

-  
- You should use the clock in the studio to calculate your time and start planning your backtiming when 

there is 20 minutes left of your show calculate what songs and features you have coming up, so you 
know you’ll have enough time.  

-  
- Tip: You might want to create a list of short 3-minute or less songs to use if short songs needed. Some 

examples are found at the end of this module. 

 

Remember why you’re there... Ultimately your job is:  

- Tell people what they're listening to.  
- Make them listen for longer.  
- Get them to keep coming back for more.  
- Live life & talk about it. The stories of your own experiences are unique content and think how you 

can share them on air.  
- Tease! You need your audience to listen as long as possible. Give them a good reason to stay with you 

for another 15 minutes. Don’t just tell your audience what’s coming up, tease and hook them in.  
- Don't just rely on newspapers to fill your show out. They are a tool but think how you can put your 

own spin on a story. Anyone can read a newspaper out.  
- Concentrate! Personal problems are left at the door & remove any distractions.  
- Radio is intimate; communicate as if you're talking to 1 person. Avoid phrases such as "all you 

listeners out there". Use “you” instead of “us”  
- Listen back to your own show. Learn what can be better & improve on it. 

 
Working with a co-presenter  
 
There might be times during your radio career you’ll be working with a co-presenter on your show. A Co-
presenter is part of the show so remember to include them. Let them take the lead as well and take ownership 
of features. Avoid chatting to your Co about nothing of interest and ensure you’re not having a closed 
conversation that the listener feels left out. Avoid constantly saying “hello”, “how are you” etc. to your Co it’s 
not needed and usually this is done before you on air. Make sure when you’re presenting you can face each 
other and maintain eye contact. Discuss the content of your next link before you open the mic, don’t put your 
Co on the spot, by asking awkward questions or links you have not prepared by discussing it will come across 
as awkward and cringy unless of course that is the style of the show or a feature.  
 
 
Tips on Interviewing & Having Guests 
 
If your show has guests, make sure you have your questions or agenda prepared in advance. Stay on topic and 
don’t let your guest ramble, your guest will probably be looking to promote their business or product so don’t 
let them continually plug their agenda. Sometimes guests are nervous so make them feel comfortable. 



Listening is important when you’re interviewing so listen to pick up on anything interesting. You might get an 
exclusive and your producer will love you for it. Listen to their answers and pick up on anything interesting. 
Remember to the Who, why, what, when, where and how questions and ssk clear short open questions; “Tell 
me about”, “tell me how”, “what did you see”, “what happened”, “how did that make you feel”. Make sure 
you maintain eye contact with your guest to build a rapport.  
 
 
 
Travel Reporting  
 
Depending on the type of radio show or station you’re at, you might be required to do travel and weather 
bulletins. There are specific companies who only do travel and weather reports and that’s a great way to get 
into the industry. You’re usually given the information on a map or screen and you’ll have to talk around 
what’s happening.  
 
Travel bulletins should be relevant, informative and accurate. Here are some tips:  
 

• Use normal language and relatable words the way you would chat with a friend. For example, state 
‘road’ rather than ‘carriageway’. Say ‘accident’ rather than ‘RTA’. 

• Be conversational, unless you are reporting a serious accident then adapt your tone and delivery 
accordingly.  

• Remember and speak to one person, never say “motorists are advised”.  
• Usually as a general rule the priority is Motorways, A roads then public transport. Unless there is a 

problem that you’re giving priority.  
• Motorways are referred to by their number and letter e.g., M40 and A roads can be too but if a road 

is better known my its name say its name and not the number.  
• Use the correct wording, you don’t want to be making accusations or placing the blame. ‘Delays on 

the A90 where a car has hit a lorry’ you’ve suggested a car was a fault. Instead say ‘A collision 
between a car and a lorry’.  Only use this if 2 vehicles are moving. If a car hit a tree say that as the tree 
is stationary.  

• Avoid telling listeners to avoid certain areas e.g. ‘There is an accident just outside xxxx shopping 
centre to best to avoid the area’. This may get you into trouble if the shopping centre loses trade and 
blames you. Also, don’t advise your listeners to take a diversion unless it’s an official one.  

• Be brief and be simple, the quickest route to the message is best. Say a word once, for example just 
say ‘closed’ and not ‘closed off’.  

• North and South, East, West, say either ‘northbound’ or ‘heading north’ not ‘heading northbound’.  
• Motorways know whether they’re northbound, southbound etc and the junction number and name. 

An exception might be when motorways meet. E.g., ‘Where the M40 meets the M25’.  
• Know the pronunciation of places if you’re not sure ask someone.  
• If an earlier accident has been cleared and is back to normal it’s good to report this as it’s helpful for 

listeners to know.  
• Bad weather alerts are essential for drivers, Ice, Fog and Heavy Rain all make driving hazardous, warn 

drivers.   
• If you’re a local station stay local, however if there is an accident in the next area and it’s causing a 

knock-on effect into, your area that’s important to know.  
• Get to know your area, do your research and use local landmarks pubs etc.  
• You can still tease the travel ahead in your show eg. ‘There are still some ques on Church Road, I’ll 

have an update for you after Bon Jovi’ this make it more interesting than just saying ‘Up next is the 
travel’ or I’ll have the travel news for you next’.  

• If you use an external station for your travel updates, banter with Travel presenter but make sure 
they know what you are away to ask off air, so they know how to comment. 

 

 



Use different ways to say the same phrases:  

Common Word Used Alternative Word 
Queue or Queuing  Jam, nose to tail, congestion, tailbacks, bumper to 

bumper,  

Slow-moving Stop-start, crawling, creeping, sluggish, steady  

Not moving  Stationary, at a stand-still, at a halt  

 

Weather Reporting 

Weather reporting like travel bulletins should be brief and conversational. Your listeners need to know what 
the weather is like for the day so they can prepare. Usually, you’ll get your information from a source like Met 
Office or some stations have their own programs and it will be up to you to script and present.  

Here are some tips:  

• Keep it chatty and relatable and use normal everyday language like ‘rain’ not ‘precipitation’.  

• If there is a weather warning let them know.  

• When you mention the temperature, it’s okay to say if it’s a bit colder or warmer than yesterday. 
This makes it easy to relate to.  

• Don’t mention the percentage chance of rain, instead say there’s ‘a slight chance of rain’ or ‘it’s 
likely to rain later.’ 

• Think how is it going to affect your listener? Are they planning a BBQ, cutting the grass, walking 
the dog, planning to do something with the kids? Is there an event in you’re area? People are 
going to be interested in weather at that time. ‘So, if you’re going to see The Killers tonight, you’d 
better take a coat….’ Mention your town’s name ‘Right now, in Glasgow it’s…’ This makes what 
you’re saying more reliable and interesting.  

• You can still tease the weather ahead in your show eg. ‘If you’re going to ‘Pub In The Park Festival 
this weekend, you’re going to want to know what the weather is like, I’ll tell you after Take That 
and Back For Good.’ This is much better and interesting than just saying ‘Up next is the weather’ 
or I’ll have the latest weather for you next’. It also makes it sound like it’s not just an item coming 
up that you have to do.  

• Keep an eye on what’s happening outside if you’re local and doing a local weather report. No 
point saying it’s sunny even if your source does say it’s sunny, if it’s raining update it.  

What weather to do:  

Breakfast – Say what day will be like day and evening  

In morning - Say afternoon and tonight  

In afternoon- Say what’s happening tonight and tomorrow 

On Thursday’s start to look at the weekend 

Friday’s do Fri, Sat, Sun 

 
 
 
 
 



How to keep your audience listening  
 
Teasing Content 
 
A good presenter will forward promote to the next few songs or features but a great presenter will tease 
ahead. The reason for forward promoting, throwing ahead and teasing is to keep the listener listening even 
longer. Giving people a reason to stay tuned in, tell them what you have later on your show. Don’t just 
announce who or what you are about to play - Instead try teasing – “Coming up in 10 minutes a legendary 
American Number 1 song from 1977”. It will keep your listener hooked for longer than just saying ‘Coming up 
next is The Eagles and Hotel California’.  
 
Have regular features on your show 
 
One of the great ways of keeping your listener coming back is having regular features or games on your show. 
It can also be a great way to build suspense and you can use it as promotion on social media. Get creative and 
think of ways you can do this. This might be the thing you become known for. Here are some ideas:  
 
Yes – No Game – Great to play with a guest or guests. Various questions asked in 1 minute which the guest 
can’t say yes or now.  
Daily survey or impossible question your listener has to guess the answer to.  
Guess the connection of the song – Play a couple of songs and listeners have to guess the connection.  
Listener or song of the week. 
Business of the week.  
Guess the song, sound or film from an audio clip.  
 
Cross-promotion 
 
It’s important for a presenter to plug and promote the stations other shows, presenters and events. 
This makes you sound part of the team. This is also a great way to grow your audience across the 
station and it’s likely other presenters will promote your show too.  
 
Bad habits to avoid:  
 

• Talking about too yourself, 
• Chatting to your Co-Presenter about your life, your day, your week or nothing of interest Presenter 

clichés 
• “Waffle” – not being succinct / meandering verbosity - wastes your time, and the listeners time and 

they lose interest 
• Saying nothing – if you’ve got nothing to say, say nothing 
• Repeating the same words or phrases constantly 

 
 

4. After your show: 
 
Listen back to your show 
The value of listening back to your show can never be underestimated, it can teach you more about your 
presenting than anything else. We never sound as good listening back to ourselves as we do in our own 
memories, and so by listening back to your links you can pick up on any mistakes or bad habits and hear how 
you can improve.  
 
Listen to other radio shows 
Listening to radio shows (both your own and other stations) can give you, an idea of what you’d like to sound 
like but it’s important to take inspiration from this and not copy! It might also give you, ideas for good content 
and formats to include in your show and how you might do them differently or put your own spin on them. For 
bigger stations after your show there will be a meeting to review how you show went and to come up with 



new ideas. For the rest of the hours in the day you might be doing public appearances, Vox pops or press 
junkets.  

Adverts:  

Adverts and sponsorship are what keeps the station going. There are regulations what products can and can’t 
be advertised on radio as well as the rules so it’s best to check with Ofcom for the most up to date.   

Although adverts are what keeps the station funded, there are some reasons your listener might turn offs their 
radio due to Ad’s. These might be:  

1. Too Many Ads: Typically, 6-9 minutes for ads an hour depending peek / off peak.  
2. Long as Breaks: Usually scheduled evenly an hour; 15; 30; 45 & just before the news.  
3. Poor Ads: Too salesy or not relevant 
4. Same Ad too often.  

You need to play the ad on time, advertisers have paid for their 20-30 second slot at that time of the day. Ads 
are usually more expensive on Breakfast show due to the number of listeners as this is a stations Prime show.  

You should never go straight from music into an ad-break- always ‘throw ahead’ first and talk about what’s the 
other side of the commercials. This makes it more likely the listener will stay listening rather than switching 
station. The advert should be played, then the stations ident or jingle then music. Idents needs to be played to 
show that the paid promotion has stopped. You should never talk out of an Ad.  

Never refer to adverts or a break on air. This gives the listener an opportunity to listen to another station. Just 
say ‘Coming up after this…’  

Sponsorship:  

This is a credit, or a tag associated by a station feature for example. “The weather is brought to you with The 
Local Boiler Company, keeping you warm whatever the weather.” Clients can sponsor anything from time 
checks, travel bulletins, songs, competition or a show itself. THEY CAN NOT SPONSER THE NEWS. Ofcom 
guidelines say ‘A sponsor must not influence the content and/or scheduling of a programme in such a way …’  

Various type of radio shows: 

Chart hits, rock, easy listening, gold music, speciality, talk shows, debate shows and drama.  

Automation – where live presenters are replaced by computers playing pre-recorded programmes 

Syndication – where one show is broadcast on several stations at once  

Consolidation – where individual stations are bought by larger groups to reduce overheads 

Pre-recorded – where a show is recorded and scheduled into a time slot so not live.  

Breakfast Show’s 06:00-10:00 - Breakfast Show’s set the tone and personality for the station and to get 
listeners to listen for the rest of the day. This is the flagship show.  Listeners want the mood of their day lifted. 
Dynamic and fast paced to get listeners up and out. Fun & Cheeky. Showbiz & Entertainment gossip. It usually 
has high Profile Competitions and lots of listener Interaction. It contains the 3 ‘F’s Fun, Familiarity and Format. 
The Format, every 15 minutes represents the station. News, Weather Travel. The audience is usually people 
getting up and ready for the day, those on the school run and commuters traveling to work.  



Daytime Shows 10:00-16:00 – Usually, depending on the style of station, the output is a mixture of talk and 
music. Some shows might be more speech based with little music. The audience tends to be either those 
listening at work and at home. Often in busy office environments or factory’s speech radio is difficult to follow 
so music is preferred. For those at home radio is used as a companion.  

Drivetime Shows 16:00-19:00 – Similar to Breakfast Show but with a smaller audience and you’re getting 
people ready to go home.  

Evening shows 19:00-22:00 – Often this will be when radio stations put their specialised shows.  

Overnight Graveyard shows: 22:00-06:00 – Called the Graveyard shift as so few people listening. Can be an 
excellent training ground. Some stations may choose to use automation or pre-recorded shows during this 
time.  

Types of Radio Stations:  
National Commercial Radio Stations 
DAB / Digital Radio Stations 
Local Radio  
RSL (Restricted Service Licences) 
Community Radio 
Internet Radio  
Student Radio  
Hospital Radio  
 
Have a look on ‘Ofcom’ or ‘Media.info’ for all the radio stations with a broadcasting licence. 
 
Where to get work / experience:  
 
If you’re just starting out from scratch and have little to no presenting experience it’s best to start looking at 
community or hospital radio to get some experience. Contact the station producer who’s responsible for 
recruiting. Make sure you get their name and contact details. If you’re email directly to the radio station it 
might be that the emails are not being monitored and your email may get lost so keep trying. Offering to 
volunteer or do work experience is also a great way ‘to get in the door’. You might be working on the station’s 
social media or making cups of tea but don’t underestimate how great this can be. You can also try sending in 
any interviews or vox pops you’ve done and ask if they can use it.  
 
Your Demo Reel:  
You’ll need to create a short 2-3-minute demo of your voice what includes examples of links, content and 
interviews, this is so the station can hear how you sound. Tailor your demo to the style of the radio station or 
show you’re applying to. However, for community and hospital radio they may not need a demo reel, hence 
why this is a great starting place. You may be offered a position after a meeting.  
 
There are more details on how to brand yourself and get work in our career strategy module within this 
course.  
 
 
Websites for content for your radio show:  
Song Facts: http://www.songfacts.com 
Music History Calendar https://calendar.songfacts.com 
This Day in History: http://www.thisdayinmusic.com/index.php 
Celebrity Birthdays: https://www.thisdayinmusic.com/born-on-this-day/ 
Song Fact Hits: http://www.everyhit.com 
List of national days and weird holidays: https://www.daysoftheyear.com 
Random Request Generator: (If you have no friends to ask)  https://www.randomrequest.com 
 
 

http://www.songfacts.com/
https://calendar.songfacts.com/
http://www.thisdayinmusic.com/index.php
https://www.thisdayinmusic.com/born-on-this-day/
http://www.everyhit.com/
https://www.daysoftheyear.com/
https://www.randomrequest.com/


Songs less then 3 minutes:  
 
You can look online at platforms like Spotify for short songs but here’s a few to get you started.  

 

ARTIST SONG TITLE TIME 

Del Amitri Roll to me 2:12 

Beatles Eleanor Rigby 2:06 

Housemartins Happyhour 2:22 
Tainted Love Soft Cell 2:38 

Madness Baggy Trousers 2:27 

T-Rex I love to boogie 2:15 

Kelli-Leigh & James Hype More than Friends 2:20 

Queen Crazy Little Thing Called Love - 
Remastered 2011 

2:43 

Sia Hostage 2:56 

The La’s There She Goes 2:42 

Kiss with A Fist Florence + The Machine 2:04 

Marvin Gaye How Sweet Is It (to be loved by 
you) 

2.57 

The Ting Tings Shut Up and Let Me Go 2:51 

Hollywood Wildlife Hey Hi Hello 2.27 

Little Naz X Old Town Road 2.37 

Take That Out of Our Heads 2.57 

Harry Styles Watermelon Sugar 2:54 

Nial Horan Nice To Meet Ya 2.38 

Blur Song 2 2:00 
 
 

• Make a one-to-one connection with the listener, present to just one person, not multiple people 
• Make a one-to-one connection with the listener.    
• Do something each show that will surprise people 
•  
• Use the same language you use when talking with friends 
• Localising something makes it more relatable, specifics make it more memorable 

 


