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STRUCTURING YOUR PODCAST 

 

There’s nothing worse for a guest to be interviewed on a podcast where the host is disorganised and unable to 

professionally manage the show. Sadly, not only does this reflect badly on the host, but also the guest. [I’ve 

had many a conversation with colleagues who have been on my podcast and other people’s podcasts, where 

the other hosts have been disorganised and terrible interviewers].  

Equally as bad is trying to listen to a show that seems unstructured, uncoordinated and confusing. I know I 

certainly wouldn’t hang around for long, and sadly neither will your listeners if you’re show is badly managed. 

 

Your Show’s Structure:  

Here are some suggested structures, with key elements to incorporate in a show.  You can select one and 

consistently structure for each of your shows. Or you can select two, or do a combination depending on how 

many guests you have. 

There are no rules. And, you can write the rules that fit best with your podcast and how you want it to flow. 

What WILL make a difference is that you are consistent AND professional in how you manage yourself. 

[Remember, every action and interaction is speaking YOUR brand and creating an experience for your guest.] 

 

Here are a few different ways you can structure your show: 

▪ Example One: Just you – speaking about a specific topic  

This is where it is just you on the podcast, sharing information about a specific topic, or several segments 

of your show 

 

Here’s an example of how to structure your show: 

• Your show intro and welcome; 

• Overview of the three things you are covering today, what listeners are going to learn and why 
this is important; 

• Main show: 
o Point one and example 
o Point two and example 
o Point three and example  

• Summarizing the points and how else they can use this information 

• Brief overview of your Irresistible Signature Giveaway (Lead generation/List builder) and how 
people can access it 

• Show outro  
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▪ You interview one guest on a specific topic. 

This is where you bring a guest onto your show to speak about a specific topic, with you as the 

interviewer. 

• Your introduction and welcome; 

• Brief overview of today’s topic; your guest; what he/she will be speaking about; and the benefits 
of listening 

• Introduce your guest and welcome 

• Main show: 
o Point one and example 
o Point two and example 
o Point three and example  

• Ask guest how people can find out more and contact information 

• Brief overview of your Irresistible Signature Giveaway (Lead generation/List builder) and how 
people can access it 

• Show outro  

 

 

▪ You interview two guests separately on a particular topic who each bring a different viewpoint to the show, 
as you interview them. You then edit and mix the two segments together into a 30-minute show format. 

Here is an example of how to structure your show: 

Recording Session One: 

• Your introduction & welcome 

• Brief overview of today’s topic; your two guests; what they will be speaking about; and the 
benefits of listening 

• Introduce your first guest and welcome 

• Interview 
o Point 1 
o Point 2 
o Point 3 

• Thank guest and end segment 

This would be the end of recording session one. 
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Recording Session Two: 

• Recap of show topic 

• Brief overview of what the second guest will be speaking about relating to the show topic and the 
benefits of listening (i.e. their unique viewpoint and outcomes the listener will walk away with) 

• Introduce your second guest and welcome 

• Interview  
o Point 1 
o Point 2 
o Point 3 

• Thank guest and end segment 

• End show  

 

You would then mix the two segments together during post-production. 

 

▪ You interview two (or more) guests on the show at the same time about a specific topic.  

Each of the guests brings their unique viewpoints to the show.  

[Note: this is probably a better option for the more experienced show host who is skilled at managing a 
multi-person call to keep the conversation flowing and where the guests aren’t speaking over the top of 
each other. This does take some organisation and requires planning and sending clear instructions to each 
of the guests prior to the recording so they know they are to follow your lead.] 

When inviting two or more guests on your show try to have a common theme that will blend both 

segments together nicely. Ensure you tell the listeners (at the beginning of the show) what the show’s 

topic is about; provide a brief snapshot of what each of your guests will share; and how the information 

will benefit them.  

 

You will of course have a brief introduction for each of your guests prior to welcoming them on the show. 

You can also record a brief overview of what the second guest will be speaking about, to bridge both of 

the calls, which would be slotted in prior to welcoming the second guest on the show. 

Here is an example of how to structure your show with two guests: 

• Your introduction & welcome 

• Brief overview of today’s topic; your two guests; what they will be speaking about; and the 
benefits of listening 

• Briefly Introduce your first guest and welcome him/her 

• Briefly introduce your second guest and welcome him/her 

• Start the interview by directing the attention to one of the interviewers and asking them a 
question. 
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For example: 

“Let’s start with you Jim – when considering the topic of writing a book, we know that many people struggle 

with starting the process. Jim, what’s one thing we can do, to get the ball rolling.” 

- Let Jim answer the question, then picking up from what he has said, setup the next question for your 
next guest OR, direct a separate question for your next guest. 

For example: 

“That’s going to be incredibly helpful for us Jim – thank you. Shelley, Jim said something very interesting that 

I’d love you speak more about – brainstorming topics that become chapter headings for our book. Why is this 

process so helpful and what can you share with us to ensure we master this process – Shelley?” 

As you can see from the above two examples, YOU are in control of the interview and seamlessly pre-frame 

questions strategically letting which guest know when they are to respond and what you would like them to 

contribute. 

You can also consider using these statements: 

- “Shelley, do you have anything to add to what Jim has just said?” 
- “Jim, let me jump in there for a moment and have Shelley share some thoughts on this too, as this is 

such a great point.” 

 

Go with the flow, however keep control over the flow of the conversation and don’t be afraid to jump on in 

and take over the interview if either guest tends to go on a little too long. 

General rule of thumb for a guest to speak is about 90 seconds, which may not seem long at all. You want to 

keep the conversation moving, so jump in if they drone on.  

However, having said that, this rule can be broken if the guest has a great voice, has great tonality and is 

speaking about an interesting topic.  

 

Example of the show structure: 

• Interview 

• Thank guests 

• Ask guest one how listeners can get in contact with them 

• Ask guest two how listeners can get in contact with them 

• Confirm to listeners that all of the details will be on the show notes 

• Confirm the link to your show notes 

• Summarize the topic adding your spin and call to action  

• End the show 

 


