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WHO WE ARE?

MeaVox is Asia’s Preferred Podcast Solutions Company.

We make it easy to create, launch and sustain your podcast 

show. 

We do this by providing podcast solutions such as 

consulting, education, production, virtual assistance and 

other professional podcast services.

Check out our website at www.meavox.live.

Or email us at hello.podcasters@gmail.com
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SHOUT IT OUT!

Publishing your podcast show will not make you a 

star overnight. Use the right channels to reach 

your listeners.

How do you make your podcast sound 

professional?

READY WITH THE MIC?

What is the best recording equipment for your 

podcast show?

GET YOUR CONTENT RIGHT

What is your message? Think about the kind of  

podcast experience that you want to create for 

your audience.

YOUR PODCAST IDEA

Don’t go straight to the microphone. Put in some 

thought on the look and feel of your show.

TABLE OF CONTENT

POLISH YOUR SOUND
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Your

Podcast

Idea

Start here.
It is very tempting to grab the microphone, hit 

the record button and start talking. What you 

will soon realise is that your content dries up 

and your listeners disappear.

Taking the time to conceptualise, strategise

and plan helps to create a sustainable and 

impactful show. 

In this chapter, we will take you through the 

various elements to build on your podcast 

idea.  
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Your Podcast Idea

Before you start recording your podcast show, it is good to 

build the foundations of your show. Below are some aspects 

of your podcast show you need to consider.

Your Listeners

There are at least two parties in every conversation. To 

keep the other party engaged, it is always best to create a 

discussion that is useful, relevant, inspiring or funny. In 

order to do this, you need to know who your listeners are. 

Take a few moments and reflect on…. Who are your 

listeners? 

What do they do?

What is their day like? 

What problems are they facing?

What are your listeners searching for when they listen to 

your podcast? 
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Your Podcast Idea

What is your Podcast show about? 

Now that you know who your listeners are… imagine you 

were in an elevator with a potential listener. Given 30 

seconds, what would you share with your potential listener?
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Your Podcast Idea
What is the title of your Podcast Show?

You’ve met your listener, share your pitch and you got them 

hooked! They ask… ”What is the name of your show?”

Brainstorm a few titles to give yourself more options. Make 

sure its short and catchy. Share the podcast title with 

potential listeners and get their feedback.
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Your Podcast Idea
The Feel

Many podcasts have their music logo, which is a piece of 

jingle to brand your show. Music logo makes your show 

memorable and recognisable. In searching or composing 

your jingle, ask yourself… what do you want your listeners 

to feel? 

The Look

The podcast cover art is the only visual your listeners have. 

Getting an impactful and eye-catching cover art will help 

bring in new listeners to your show. In sketching your cover 

art, consider:

- Making your podcast title clear when viewed on 

smartphone, tablet and laptop

- The colours and graphics used is aligned to The Feel 

and purpose of your podcast

- Ask potential listeners their interpretation of the cover art 

without telling them what your show is about. Listen to 

their answer and see if it is the same as the feel and 

purpose you are trying to portray. 
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The Podcast 

Experience
Podcasts are an audio experience. With society’s 

attention span reduced to less than a goldfish’s 

(of 8 seconds), every second of your podcast 

show counts. 

As a podcaster, you are the custodian of that 

audio experience. The audio experience you 

create for your podcasters reflects on your idea 

and the message you want to send out into the 

world. 

How can you create an

unforgettable experience? 

Get

Your

Content

Right
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The Podcast 

Experience
As a podcaster, you own the show. You own the experience. Because 

your listeners take minutes out of their day to listen to you, it is your 

duty to ensure that your listeners get a fantastic audio experience. 

Thankfully, you don’t have to start from scratch. There are a few 

common podcast formats for you to consider.  Typically, the 

podcasting format can be categorised into: 

• Reported, narrative style – this format follows the investigative 

and journalistic style with a mix of narration and interviews that 

takes the listener through a story. Examples are The Burn Out and 

Invisibilia.

• Interview – Typically, the podcaster interviews a guest on the 

themes, topics and stories relevant to the show. Examples such as 

Super Soul Conversations and Fresh Air.

• Chat Show – Is a panel of podcasters discussing and providing 

opinions on various topics. Sometimes, guests are invited to 

appear on the show. Examples are The Skeptics Guide to the 

Universe and Women Who Travel.

• Fiction – this format is the updated version of radio dramas back 

in the 20th century, where each episode takes you on a fictional 

journey. Examples are We ‘re Alive and The Bright Sessions .

• Personal narrative – podcasters or guests share their personal 

stories and is typically a monologue. Examples are Radio Diaries 

and The Moth.

• Experimental – is an uncommon podcast format which are difficult 

to categorise. Examples are Where Should We Begin, a live 

therapy counselling session. Or The Guilty Feminist, a live standup 

comedy recording. The  ASMR Garden is  a collection of sounds 

that sends chills to the listeners. Literally. 
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The Podcast Experience

Once you have decided your podcast format, there are a few 

other decisions you need to make.

How long will each episode be?

Will your podcast show be seasonal? If so, how many 

episodes per season?

If you choose to publish consistently, what is its frequency? 

E.g. weekly, bi-weekly, monthly, etc. 
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The Podcast 

Experience
Now, we are ready to craft our experience. Let’s say you 

decide to produce 5 minute episodes for your podcast 

show.  Divide the show into blocks of 30s. Based your 

podcast format, what will your listeners hear in each 30 

seconds? 

0s

30s

1 min

1.5 min

2 min 

2.5 min

3 min

3.5 min

4 min

4.5 min
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Hit Record.
This is the fun part of creating your podcast: the 

actual recording!

And that brings us to the next question: What kind 

of recording setup do I need?  Do I need to invest 

in a studio?

Good news: you don’t need an expensive studio to 

record like a pro. Depending on your budget, there 

is a set-up to match your needs. 

For a beginner podcaster, you don’t have to invest 

a lot in equipment and software .You can sound 

like a pro on the cheap and upscale along the way.

In  the next chapter, we will show you the most 

basic setup that you will ever need to get started.

Be 

Ready

With The

Mic! 13All Rights Reserved. © MeaVox 2019. 



Recording Setup: 

The Basics

Step 1: Microphone

Audio quality begins and ends with a microphone. The better 

microphone you buy, the sharper your mic will sound.

Fortunately, it won’t break the bank to get a decent mic. 

Get a dynamic mic that is front-firing with good rejection, meaning it 

picks up the voice without the unwanted sounds of whatever you are 

recording.  

For that  extra level of depth to your podcast, you can consider a 

condenser mic but bear in mind that it  has less room for error, so you 

are limited to recording in a very quiet, controlled environment.

Dynamic mics are great starter mics due to their cost and ease of use 

and set-up.

Step 2: Headphones

You can pick up a headphone, earpiece or microphone headset for a 

reasonable price as well. This is to monitor the sound of your 

recording.

Step 3: Recording Software

There are many types of recording software out there. For PC users, 

you can use a free software called Audacity. Garageband is a popular 

software for Mac Users. 

Alternatively you can download a free tool like Spreaker Studio to 

record your podcast on your desktop or mobile devices. If you and 

your guest are in separate locations, you can use a free online 

software such as  Zencastr or Zoom. 

Ultimately your actual step-up is dependent on factors such as budget, 

whether you have co-hosts, or recording in the same location as your 

guest and co-host etc.
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Sound Like

A Pro
Do you really need to edit your podcasts?

There are a few reasons to consider editing 

your podcast before you publish it. You can fix 

problem areas, tighten flow and remove 

mistakes. Or relieve some pressure during 

recording, by knowing that you can pause and 

repeat what didn't come out right.

Generally, we do all this editing to give a 

better, smoother and more professional 

presentation for our podcast. 

Polish 

Your 

Sound
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Post-Production: 

The Basics

Recording alone is not enough. We need to polish your sound to 

ensure the best audio experience for your listeners. Here’s a quick 

breakdown of the post-production process.

Audio clean-ups – almost all recording is not perfect. Human speech 

is not perfect. Therefore, you will need to remove stutters, repetitive 

words and the ummms and aaahs of a typical speech.

Noise reduction – Not all podcasters have access to a 100% sound 

proof room. If that's the case, we need to remove the sound of birds, 

dogs, passing cars or motorbikes from the background.

Equalisation of voice – If you have recorded more than one voice, 

its possible that the volume of each file will be unequal. 

Mixing intros, outros and segments – Remember the exercise of 

30 second blocks? Post-production is the time to piece different audio 

segments together.

Mixing to mp3 – Once you’ve completed the sound editing, 

remember to save as mp3 format for easier download.

Adding ID3 tags – Information embedded in the mp3 file will be 

displayed on the various podcast directories such as iTunes, Spotify, 

Google Podcasts, etc. It is essential that you set the ID3 tags correctly 

before uploading onto your podcast hosting platform. 

Uploading to hosting service - Getting your podcast hosted is 

essential so you can start distributing your show to podcast directories 

like iTunes and apps via RSS feed. Podcast hosts like Libsyn and 

Podbean are very popular with the podcasting community.
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Post-Production: 

The Basics

Does it seem too much?

You can sign up for an account with  Spreaker

(https://www.spreaker.com), an all-in-one podcasting service, which 

allows you to record, edit and host the podcast on the same platform. 

If you want to explore other post-production and hosting platforms, 

there are many YouTube tutorial video online where you can learn 

from, Facebook groups where you can ask questions or you can 

always look to outsource.

Or you can look for us at MeaVox (https://meavox.live)!. We provide 

coaching and consulting services to get you started and we have a 

team that can handle your post-production.
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Your Work Is 

Not Done Yet

Unless you are as famous as Gary Vee or 

Trevor Noah, you still have to promote 

your podcast and grow your following.  

There’s no overnight success. If you are 

starting from ground zero, get ready for 

the long haul ahead. 

But with consistency and targeting the 

right channels, you will build up your 

listenership over time. 

SHOUT

IT

OUT!
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Marketing 101: 

Get the Word Out
So you have launched your show! Congratulations. What's next?

1. Promote on social media

Share the podcast, soundbites, video, images, teasers, — anything 

you can think of - on all your social media platforms such as 

Facebook, Instagram and Twitter.

To start, share an update when the episode first goes live. 

2. Leverage your guest’s audience

Make it easy for guests to share by creating snippets and quote 

images and sending them the links.

Tag your guests when you share their episode on your social media 

platforms. 

3. Submit your podcast to podcast directories

Don't just stop at iTunes! Popular ones include:

● Spotify

● Google Connect

● Stitcher

● TuneIn

● iHeartRadio

4. Tell your friends about your podcast!

Word-of-mouth is still the best. Tell  your friends and family where to 

find your podcast on the different platforms. Show them how to listen 

to your podcast on the Mediacorp MeRadio app.

Get creative!
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Simple Checklist to Launch Your Podcast

Elevator Pitch

What is your podcast show 

about?

Show Title 

What is the name of your 

show?

Audience

Who is your audience? What 

do they like?

Cover Art

How to visually attract 

others to your show?

Music Logo

How does your podcast 

sound and feel?

Episode Structure

What is your audience going 

to experience?

↓

Recording

Most fun part of podcasting!

Post-Production

Polish your sound to make it 

professional and impactful.

Shout About It!

Tell everyone about your show! 
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GOOD LUCK!!!

Raven Lim

Chief Podcast Consultant 

Ling Ling Tai

Chief Podcast Educator

At MeaVox, we wish you all the best in your podcasting journey. 

Want extra help? You can find us at:

hello.podcasters@gmail.com

Or join The Podcaster Collective on Facebook:

https://www.facebook.com/groups/thepodcastcollective/
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In Partnership With…
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