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4.0	 INTRODUCTION
In this unit we’ll try to understand the skills required to present an audio 
programme in a manner so as to make it interesting, effective and successful in 
the process of communication. You will agree that any programme will fail to 
make the desired impact, despite having good content and a well written script, 
if it is not presented attractively. In this unit we’ll examine the attributes of a 
good presenter and learn how to work on a script before presentation.

4.1	 LEARNING OUTCOMES
After going through this unit you should be able to : 

y understand the attributes of a good audio presenter;

y transform a script to make it suitable for audio programme presentation;
and

y develop your own presentation style with due preparation and practice.

4.2	 PRESENTATION OF AUDIO PROGRAMMES
Overall impact of an audio programme depends on the script, production 
quality and also the way of presentation. You may argue that presentation and 
packaging is a part of production quality and that is subsumed into it. However, 
being an aural medium, the selection of words for the script is as important as 
the rendering of it i.e. presentation. Therefore, it is imperative that the producers 
of audio programmes should learn about the presentation techniques equally 
well because that can make or mar the entire production.

In our day to day communication and conversation, facial expressions and 
body gestures add a lot of meaning to the spoken words, thereby helping in 
understanding and adding more impact to the message. But an audio programme 
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presenter does not have the visual support of such facial expressions and 
body movements during communication, as listeners cannot see him/her, and 
therefore one has to put more efforts and creativity into the art of rendering the 
speech to make it memorable and impactful.

For our understanding, presentation broadly means packaging of the content 
in an audio programme and technique means art, method or procedure for 
attractive and effective presentation. Audio podcast being a medium of sound, 
presenters should possess a pleasant, good quality voice, command over the 
language/dialect of the content, good diction and flawless pronunciation as well 
as confidence and flow in speaking. They should have what is called ‘the gift of 
the gab’, meaning ‘the ability to speak with eloquence and fluency’.

4.3	 QUALITIES REQUIRED FOR A PRESENTER
Good presenters can be identified by their performance, but you may wonder as 
to which are the inherent and acquired skills that make somebody a competent 
presenter. As it has been mentioned earlier, there are certain attributes which 
one needs to have in order to become a good presenter. Those who have a 
pleasant and well-modulated voice, good sense of timing, rich vocabulary, 
correct pronunciation and command over the language can hope to succeed 
as audio presenters. The most successful presenters attract a large audience by 
combining a pleasing personality (in case of audio-visual medium) and voice 
with an appealing style. For being a good audio presenter, an attractive voice, 
good pronunciation and articulation are basic requirements.

Audio platform/s is very personal and intimate medium. It requires talking to 
your audience on a one-to-one basis. The presenter must talk to the audience 
in a very personal and intimate tone. Speak as if you are talking to a friend 
- an equal and intelligent person, never talk at or talk down to your listeners. 
Therefore, always imagine a friend’s face on the microphone and then talk to 
him or her. Audio medium is for talking to a person. Even if lakhs of people are 
listening to you, they are doing so individually and not collectively as a crowd. 
Hence, always speak as if you are addressing one person.

The first and foremost responsibility of those speaking into the microphone is 
to communicate in an easily intelligible way. Therefore, the performer needs 
to first develop and then further refine his/her speaking skills – articulation, 
enunciation, intonation, pronunciation, variety and naturalness. That is 
why education to enhance communication skills has become an increasingly 
important factor.

The language used should be colloquial, spoken language which we use in 
our day to day conversations. It should not be offensive or vulgar. Good taste 
and decency should always be maintained. Build your own style. Understand 
your own personality and try to be yourself. Don’t imitate or copy anyone else. 
People would like it if you are honest to yourself and speak with conviction and 
self-belief.

As far as possible, try to maintain an equal distance from the microphone. 
Getting too close or moving too far away will affect the level of your voice. 
Similarly, you also need to watch your angle to the microphone when you are 
speaking. Sometimes people tend to spread all pages of their script on a table 
and start reading. That results in continuous change in the angle of your mouth 
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to the microphone which may adversely affect the quality of your voice and 
delivery.

While reading take a single sheet of paper in your hand, keep it behind the 
microphone and after finishing the page, put it down gently. Normally the news 
presenter fix each single page on a cardboard and pick these one after the other. 
That would be the best practice. However, if that is not possible, then fold the 
corners of the pages of your script and lift them one by one and after reading, 
put these gently on the table. Softly picking up and dropping of a sheet makes 
less noise than dragging it on the table, which creates a paper rustling sound. 
The microphones installed in a studio are very sensitive and the rustling noise 
picked up by them is very irritating as well as distracting.

Sitting posture is also important when you are recording a script. If the chair 
is not comfortable; it is too high or too low; it will affect the quality of your 
delivery. If you are sitting in a slouching position, you may not be able to speak 
with the desired intensity. Presentation is a performance and it has to be taken 
in that spirit. That means you have to be agile and alert while speaking.

Good sense of humour will always enhance your performance as a presenter. 
Communication made in a very serious manner is not always desirable. Try 
to have a smile and warmth in your tone as you speak into the microphone. 
You should be aware that you have only the medium of sound to convey 
your message, thoughts, information and emotions. You can’t use actions, 
gestures or a visible smile to support your communication. So, try to put 
everything into your voice, which is required as per the script or the nature 
of the programme. Read it with interest excitement, humour and above all a 
personal touch. Remember, a smile can be heard.

Check Your Progress 1

Note : 1) Use the space provided below for your answers.

	    2) Compare your answers with those given at the end of this unit.

1.	� What are the important points we should keep in mind while writing a 
script for an audio programme presentation? 

	 ..............................................................................................................

	 ..............................................................................................................

	 ..............................................................................................................

	 ..............................................................................................................

4.4	 WRITING SCRIPT FOR PRESENTATION
While writing a script for audio presentation the following things must be kept 
in mind:

	y Audio content engages the ear and not the eye. An audio podcast is 
meant to be spoken and heard, not to be written and read. Therefore the 
language used should be the spoken language, which is conversational 
and colloquial. Choose simple and descriptive words.

	y Use simple and short sentences. Be alert about proper usage of sentence 
and paragraph structures, grammatical construction and vocabulary, 
which blends with the daily conversational style of the listeners and is 
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therefore simple and easy to follow.

	y Avoid negative constructions and passive voice.

	y Avoid homophones (similar sounding words that are spelt differently – 
such as ‘aloud’ and ‘allowed’) and alliterations as these create confusion 
of sound and meaning.

	y A person’s designation should be mentioned before his name unlike the 
practice in print.

	y While using numbers - especially multi-digit figures, it is advisable to 
round them off and use with words like approximately, around, more 
than etc.

	y For ease of reading before the microphone, use good quality of paper. 
The copy should preferably be cleanly typed, with double line spacing 
and enough margins on both sides. Write or print only on one side of the 
sheet. It is also advisable to use a bigger font size and divide the matter 
into paragraphs.

	y Incorporate all the necessary instructions in the script.

	y Avoid abbreviations and use of words that are unfamiliar.

	y Do not split the sentence on to two pages. Always complete a sentence 
on the same page. If the space is not enough, start it from the next 
page. Always leave enough margin while writing for any last moment 
corrections.

	y The best way to improve your script as well as rendering is to read 
it aloud. When you read it aloud to yourself, you are more likely to 
identify and make the desired changes in the script and also improve 
your presentation.

	y Imaginative use of proverbs and idioms adds a lot of colour to the 
language and helps in effective communication.

4.5	 VOICE TRAINING 
Every programme tells a story – either to inform, or to educate, or to entertain and 
mostly to do all the three things together. You have to use sound creatively to tell 
your stories. If one speaks in a monotonous tone, it soon becomes uninteresting. 
Variation in tone and pitch of our voice is modulation. A radio broadcaster must 
be able to modulate his or her voice delivery to achieve maximum possible 
impact. Similarly, effective diction is very important. Diction and use of words 
in speech and writing which decides the style of enunciation and can make 
or mar an audio podcast. Good intonation, i.e. rise and fall of voice while 
speaking is also important for breaking monotony and adding interest. Correct 
technique for breathing while speaking is another crucial factor for a good 
podcast. Employing suitable rhythms of speech in tune with the topic and target 
audience is also desirable.

4.6	 PRESENTATION : DIFFERENT STYLES
In good old days audio presenters like Amin Sayani, Tabassum, Harish Bhimani, 
etc. were known and appreciated for their style and enjoyed a celebrity status 
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amongst their listeners. If you think of news reading in Hindi, the distinct 
styles of Devkinandan Pandey, Ashok Vajpayee and Vinod Kashyap, etc. come 
to mind while for English news reading, we remember stalwarts like Borun 
Haldar, Surajit Sen, Lothika Ratnam, etc. If you think of voice over or running 
commentary, you are likely to recall great broadcasters such as Melville de 
Mellow, Jasdev Singh, etc. In present times, most of the RJs of FM radio 
channels and popular podcasters enjoy a celebrity status due to their distinct 
presentation styles.

As a producer you need to keep one most valuable practice in mind – allow the 
content of the programme to guide you to select the appropriate presentation 
style. It is always advisable to create a style of your own rather than copying or 
imitating someone else.

4.7	 DO’S AND DON’TS WHILE PRESENTING A 
PROGRAMME

	y Do not tap or strike the table with your legs or any other object as it 
creates a disturbing sound. Often we do it as a habit or nervousness 
without even realizing.

	y Change sheets of script quietly by picking up and putting down papers 
carefully as the rustle of paper is irritating.

	y Participants should see the cues (signals) given by the Recordist or 
Producer. He/she must understand these properly and act accordingly.

	y Use a participatory style of presentation and use a friendly tone. Imagine 
that you are in a group discussion talking to a small group of people. 
Avoid lecturing as if to a large audience.

	y Use conversational language.

	y Keep track of the time and properly wind up the session by thanking 
experts and participants.

	y Announce the theme of the next episode. 

	y Anchor should summarise the content in the end.

	y During the podcast if there is no interaction with the listeners, anchor 
should be ready with some questions to make the session interactive and 
lively.

	y Welcome the listeners and participants in the beginning of the programme 
and thank them at the end.

	y Introduce the theme and resource persons for the session in progress.

	y Always keep your target audience in focus. It means you should know 
your audience and also be familiar with the conditions in which the 
programmes will be heard and received. Never forget whom you are 
talking to.

	y Never use a pinned up or stapled script. Before starting the recording, 
remove the staples of the script and use one page at a time. 
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Activity 

Write a paragraph about your favourite podcaster elucidating his/her 
qualities as a presenter.

Check Your Progress 2

Note : 1) Use the space provided below for your answers.

	    2) Compare your answers with those given at the end of this unit.

1.	� Describe four do’s and four don’ts of effective audio programme 
presentation.

	 ..............................................................................................................

	 ..............................................................................................................

	 ..............................................................................................................

	 ..............................................................................................................

2.	� What are the important points we should keep in mind while writing a 
script for an audio programme presentation? 

	 ..............................................................................................................

	 ..............................................................................................................

	 ..............................................................................................................

	 ..............................................................................................................

4.8	 LET US SUM UP
This unit discussed the importance of good audio presentation. You are now 
familiar with the different styles of audio presentation. We have familiarised 
you with some basic principles of audio programme presentation. You have 
also acquired detailed knowledge of the desirable as well as avoidable actions 
for ensuring a successful and effective audio communication.

4.9	 REFERENCES AND FURTHER READINGS
Bakshi, R. (2019). Let’s talk on-air. Puffin.

Weldon, G. (2024). NPR's Podcast Start Up Guide: Create, Launch, and Grow 
a Podcast on Any Budget. Random House. 

4.10	 CHECK YOUR PROGRESS: POSSIBLE 
ANSWERS

Check Your Progress 1

1.	� An audio presenter should have a good command over language, 
along with a well-modulated voice, correct pronunciation and good 
vocabulary. He/ she needs to build a personal relationship with 
listeners while being able to multi-task. A presenter should be able 
to communicate clearly and thus should be articulate, with clear 
enunciation, and intonation. He/she should use everyday language for 
the programmes.
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Check Your Progress 2

1	� Do’s : Use conversational tone and language; always welcome and 
thank the experts and listeners in the beginning and at the end of the 
programme; and mark the script for pauses and punctuations.

	� Don’ts : Don’t strike the table or anything else while recording, as 
it creates disturbance; don’t make rustling sound of papers; don’t 
speak too fast or too slow; and don’t be too close or too far from the 
microphone.

2. 	� While writing a script for audio presentation the following things must 
be kept in mind:

	 I.	� Audio content engages the ear and not the eye. An audio 
podcast is meant to be spoken and heard, not to be written 
and read. Therefore the language used should be the spoken 
language, which is conversational and colloquial. Choose 
simple and descriptive words.

	 II.	� Use simple and short sentences. Be alert about proper usage of 
sentence and paragraph structures, grammatical construction 
and vocabulary, which blends with the daily conversational 
style of the listeners and is therefore simple and easy to follow.

	 III.	� Avoid homophones (similar sounding words that are spelt 
differently – such as ‘aloud’ and ‘allowed’) and alliterations 
as these create confusion of sound and meaning.

	 IV.	� A person’s designation should be mentioned before his name 
unlike the practice in print.

	 V.	� While using numbers - especially multi-digit figures, it 
is advisable to round them off and use with words like 
approximately, around, more than etc.

	 VI.	� For ease of reading before the microphone, use good quality 
of paper. The copy should preferably be cleanly typed, with 
double line spacing and enough margins on both sides. Write 
or print only on one side of the sheet. It is also advisable to use 
a bigger font size and divide the matter into paragraphs.


