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How to Set up a Podcast

Know your audience
Who is your podcast for? It’s crucial to understand your target audience from the outset. For 
example, if your podcast is focused on movie reviews, your listeners are likely to be film buffs, 
people who enjoy going to the cinema and those who love discussing the latest releases. On 
the other hand, an industry-based podcast, such as one about digital marketing, will attract 
a completely different audience. Knowing who you’re speaking to is key to shaping your 
content.

Once you know your audience, the next step is to define what you want to accomplish. For 
instance, in the world of movie podcasts, there are already many options out there, so it’s 
important to do some research. What do people enjoy listening to? Find a unique angle within 
your subject or niche that sets your podcast apart.

With so many podcasts covering similar topics, look for opportunities to think outside the box. 
What hasn’t been done yet? Review your research and ask yourself how your podcast will offer 
something fresh and different.

Choose a podcast format
Consider how you want to present your podcast. Will it be a solo show, or would you prefer 
having one or two co-hosts to bounce ideas off? Alternatively, you might choose an interview 
format where you bring in guests.

If you opt for an interview-based podcast, think 
about who you want to invite. Your guests should be 
relevant to your niche, whether that’s industry experts, 
influencers, or individuals with unique experiences 
related to your topic.

Decide whether you want each episode to follow a 
similar structure. For example, you might start with 
an introduction, move into the main content (whether 
that’s an interview or discussion) and wrap up with an 
outro or a call-to-action (CTA).

Planning Your Podcast

Podcasting is an exciting way to share your ideas, stories, or expertise with a 
global audience. With the right planning and tools, you can create a professional-
sounding podcast from the comfort of your home or office. This guide will walk 
you through each step of the process, from defining your podcast’s concept to 
recording, editing, publishing and lastly promoting it.   
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Do you prefer a more improvisational approach, or would you feel more comfortable with a 
script? Each has its pros and cons. Scripts help keep the flow smooth and prevent rambling, 
but unscripted podcasts can feel more natural and spontaneous.

Podcast length
Podcast length is a hotly debated topic with no clear answer. It often depends on your niche 
and format. Look at similar podcasts in your field to get an idea of typical episode lengths. 
Ultimately, you know your audience and their attention span best. 

It’s a good idea to experiment with a few episodes first to gauge the ideal length. You can 
always adjust as your podcast grows and you gather more listener data.

Scheduling
One of the biggest challenges with podcasting is time management. Be realistic about how 
much time you can dedicate to recording, editing and promoting each episode. 

Whether you decide to release episodes weekly, fortnightly, or monthly, consistency is key. 
It might take a few months of experimenting to find a schedule that works for you and your 
audience.

Microphone options
Having a decent microphone is crucial for ensuring the best possible sound 
quality. Your podcast listeners will expect clear, professional audio, so investing 
in a quality microphone will help you achieve that. 

Like most equipment, microphones range from basic to premium models, 
so it’s essential to do your research and determine your budget beforehand. 
If you’re planning to record using a laptop, you’ll need a USB microphone, 
which is a great option for beginners. 

However, if you’re considering a more advanced setup, such as recording in 
a studio, you might want to investigate XLR microphones, which offer higher 
quality but require additional equipment like a mixer or audio interface.

Headphones
Just as important as a good microphone are reliable headphones. During both recording 
and editing, you’ll need to monitor the sound quality to ensure everything is coming through 
clearly. A pair of high-quality headphones will help you catch any background noise or issues 
with the audio levels before you finalise your podcast. 

Again, decide on a budget and do some research to find headphones that suit your needs. 
There are plenty of online resources that offer reviews and comparisons to help you choose 
the right pair for your setup.

Essential Equipment
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Recording and editing software
When it comes to recording software, there are a variety of free and paid options available. 
The key is to find software that matches your needs and experience level. 

Free options like Audacity are excellent for beginners, offering all the essential tools you 
need, along with some advanced features for more experienced users. 

There are also AI-enhanced options that can help speed up the production process by 
automating certain tasks, which might be worth exploring if you’re looking for more 
efficiency. Ultimately, it’s about finding a tool that fits your workflow and your podcast’s 
specific requirements.

Recording environment
Your recording environment plays a significant role in determining the quality of your 
podcast. You don’t need to invest in expensive soundproofing to create a podcast-friendly 
space. Simple tricks like using soft furnishings (curtains, cushions, rugs) and choosing 
smaller rooms can help reduce echo and improve sound quality. It’s important to pay 
attention to room acoustics because even the best equipment can’t fix poor recording 
conditions. Minimising background noise and avoiding large, empty rooms will make a 
noticeable difference in your audio.

The importance of a quiet recording space
Having a quiet space to record is essential for the 
overall quality of your podcast. A quiet environment 
not only makes recording easier, but it also ensures 
that your audience enjoys a clear, distraction-free 
listening experience. 

Background noise, such as traffic, appliances, or 
people talking, can be highly disruptive and negatively 
affect the professional sound of your podcast. Minimising 
these noises as much as possible will significantly improve 
your podcast’s production value.

Tips for a home setup
Ideally, a dedicated office or studio space is the best option for recording, but that’s not always 
possible. If you’re working from home, you can set up a simple desk in a quiet room like a 
kitchen or bedroom. 

You don’t need a lot of space—even less if you’re planning to record on your phone. Just make 
sure the area is comfortable enough for you to record and keep essentials like snacks or drinks 
nearby to avoid distractions during recording.

Setting Up Your Recording Space
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Positioning the microphone
Proper microphone positioning is key to capturing the best sound. If you’re using a 
microphone on a stand, you don’t want to sit too close, but you also need to be close enough 
for the microphone to pick up your voice clearly. 

Testing your setup with some practice recordings will help you find the sweet spot. If you’re 
using a headset with an attached microphone, the positioning may be less crucial, but it’s 
still worth testing to ensure it sounds clear and natural.

Doing a test run
It’s always a good idea to record a test run 
before starting the actual recording. This 
quick test ensures that the sound quality 
is up to par, there are no unexpected 
background noises and you’re seating or 
microphone positioning is comfortable. 

It doesn’t take long and can make a 
significant difference in the final quality of 
your podcast. Adjusting these small details 
early on will help ensure your episode 
sounds as professional as possible.

Staying natural
Feeling nervous during your first recording is completely normal, especially if you’re creating a 
solo podcast. The key is to stay relaxed and sound natural. Approach the recording as if you’re 
having a conversation with your listeners—this will help keep things engaging and authentic. 

If you’re co-hosting, it’s usually easier to stay natural since you can bounce off each other 
during the conversation. Remember, your personality and tone are what will connect you with 
your audience.

Dealing with mistakes
Mistakes are inevitable and the sooner you accept that, the less stressed you’ll be when they 
happen. Since podcasts aren’t live, you’ll have the luxury of editing out any slip-ups later. 
It’s best to keep recording when mistakes happen rather than stopping and restarting, as 
stopping can break your flow and make you feel more flustered. Embrace the mistakes - some 
might even make for funny bloopers that you can use in future episodes!

Recording Your First Episode
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Basic editing techniques
You don’t need to be an expert editor to make an episode sound good. The key is to focus 
on trimming sections that don’t add value to the conversation. This might include removing 
long pauses, filler words like “um” or “ah,” or any parts where you made a mistake or feel the 
content isn’t as strong. 

You’ll be surprised at how often these small edits can improve the flow and professionalism of 
your episode without requiring advanced editing skills.

Balancing audio levels
Balancing audio levels is essential to ensure the episode sounds consistent throughout. If one 
person’s voice is louder than the others, or if there are sections where the volume fluctuates, 
this is your chance to adjust the levels. 

Most editing software will allow you to increase or decrease the volume of specific sections, 
making sure the sound is smooth and equal across the entire episode. This is particularly 
important if there are two or more speakers, as it ensures everyone’s voice is clear and 
balanced.

Adding music or sound effects
Many podcasts incorporate intro and outro music, giving the show a more polished and 
professional feel. You can find plenty of royalty-free music options online, such as Bensound 
and Pixabay, that fit your style and tone. Adding music or even sound effects to your episode 
can help set the mood and make the podcast more engaging for listeners.

Exporting the final file
Once your first podcast episode is fully edited, 
the next step is exporting it and this is done in 
you chosen recording and editing software. The 
most used format for podcasts is MP3 because 
it offers a good balance between sound quality 
and file size. Aim for a bit rate of around 128 
kbps to 192 kbps for optimal audio quality. 
Other formats are available, but MP3 is widely 
supported by most podcast hosting platforms 
and provides efficient compression without 
sacrificing too much quality.

Editing Your Podcast
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Choosing a podcast hosting service
Before you can share your podcast with the world, you’ll need to choose a podcast hosting 
service. This service will store your audio files and provide you with an RSS feed, which is 
essential for distributing your episodes to platforms like Apple Podcasts and Spotify. 

Popular podcast hosting services include Buzzsprout, Anchor and Libsyn. Each offers different 
features and pricing, so it’s important to choose one that fits your needs. For beginners, 
platforms like Anchor are free and easy to use, making them a great starting point.

Uploading your episode
Once you’ve selected a hosting service, you’ll need to upload your podcast episode. Most 
platforms will guide you through the process of adding your audio file, title and description. 

Be sure to create an engaging and informative title that grabs attention while clearly 
describing the content of the episode. Your description should include a brief summary of the 
episode’s topics, any special guests and a call to action, such as inviting listeners to subscribe 
or visit your website.

Submitting to podcast directories
After uploading your first episode, it’s time to distribute it to the major podcast directories so 
that listeners can find it. 

These directories include Apple Podcasts, Spotify, Google Podcasts and more. Most podcast 
hosting platforms make it easy to submit your RSS feed to these directories with just a few 
clicks. Submitting your podcast is a one-time task—once it’s done, each new episode will 
automatically appear on these platforms.

Managing your RSS feed
An RSS feed is essentially a URL that contains all the information about your podcast episodes, 
including audio files, titles and descriptions. This feed is what directories like Apple Podcasts 
use to pull your episodes into their platforms. 

The good news is that your hosting service will manage your RSS feed for you. Each time you 
upload a new episode, your feed will be updated automatically, so you don’t need to worry 
about handling the technical details.

Hosting and Distributing Your Podcast
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Using social media
You’ve recorded, edited and uploaded your first podcast episode—congratulations! Now it’s 
time to spread the word and let people know it’s available. Social media is one of the best 
ways to do this. 

You can create short audio clips from the episode and share them as social posts to drive 
interest and encourage listeners to check out the full episode. If you also recorded video 
alongside your audio, even better! You can upload teaser clips as YouTube Shorts, Instagram 
Reels, or TikToks to expand your reach and engage with a broader audience.

Create a website or blog
If you already have a website, this is a perfect place to promote your podcast. You could 
feature your podcast in a dedicated blog post or add a podcast feed to your site where visitors 
can listen to episodes directly. Having multiple channels where your podcast is promoted 
increases the likelihood of it being discovered by new listeners. It also boosts your credibility 
and allows you to share additional content, like show notes or guest bios, that enhances the 
listener experience.

Collaborating with other podcasters
Inviting guests onto your podcast is an excellent way to expand your audience and grow your 
following. Don’t be afraid to reach out to people you’d love to have on your show, or even pitch 
yourself as a guest on other podcasts. 

Collaboration is key—whether it’s guesting on someone else’s show or featuring a guest on 
yours, this strategy helps cross-promote to different audiences. The worst someone can say is 
“no,” so don’t hesitate to put yourself out there. Collaborations are a fast track to growing your 
podcast.

Podcast SEO
Search engine optimisation (SEO) can help make your podcast more discoverable. Optimising 
your podcast’s titles, descriptions and tags with relevant keywords can improve your ranking 
in search results, making it easier for potential listeners to find you. 

Think about the terms your target audience might search for and include them naturally in 
your episode titles and descriptions. The more specific and relevant your keywords, the more 
likely your podcast will attract the right listeners.

Promoting Your Podcast

Need help with your podcast marketing?
We’ve got your back! We can help you make 
your podcast shine on social media. Whether 
it’s design or content creation, our team is 
ready to jump in. 

Reach out to us today and let’s take your 
Podcast to the next level together!

01763 877110		  	

hello@c4bmedia.com
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