podcircle

What does your Dedicated Podcast Producer do?

Perform regular episode planning sessions with you (monthly or quarterly)
Guest scheduling

Write podcast episode outlines

A“producer’s cut” of each episode

N

Manage the shared podcast content calendar

1. Perform regular episode planning sessions

e Can be T-hr monthly sessions or 2-hr quarterly sessions

e Brainstorm upcoming topics and guests

e Re-clarify goals

e Discuss what's working/what’s not

e Adjust ad campaigns around marketing goals (upcoming book releases, events, courses, etc)
e Calendar upcomingrecording dates

2. Guest Scheduling
This includes:

e Scheduling the guests that have been pre-selected to appear on the podcast, getting their
recording date/time on the calendar, and sending them calendar invites with everything they need to
be prepared for the interview (i.e. best practices, recording links, etc)

e Once anepisode has been recorded and a release date is set, your podcast producer will send
podcast assets to guests(i.e. podcast clips) for them to post on their social media platforms once
available

IMPORTANT NOTE: “Guest Scheduling”is not to be confused with guest prospecting or pitching. Guest
prospecting is finding and researching potential guests and pitching them to come on your podcast. This is
not a service that Podcircle offers. There are other agencies and freelancers that specialize in this service
and we're happy to make recommendations. If you decide to work with one of these specialized agencies or
freelancers, we work to integrate them into our guest scheduling process.

3. Write Episode Outlines



Your Podcast Producer will write podcast episode outlines for each episode. This will include:

e researching episode topics
e researching your upcoming guests and gathering background (when necessary)
e organizing everything into a one-sheet for you

4. The Producer’s Cut

Your Podcast Producer will be the first person to review each episode and will tighten it up by cutting out
content that is redundant, irrelevant, doesn't represent your brand well or simply goes on for too long.
Your producer will also note any problem areas for the audio or video editor to be aware of when they
perform their final edits. This ensures a premium product that will stand out from the rest and that your
audience will love.

5. Podcast Content Calendar management

Your podcast producer will keep the Podcast Content Calendar updated so you always know where each
episode isin the production process. This is shared via Google Sheet to all key stakeholders — think of it
as a"hub” for your podcast. It'll contain all links associated with each episode. Our clients love it because
it keeps us all out of our email inboxes.



