Telephoning Tips
When face-to-face interaction is inaccessible, the next quick and efficient step is through the use of a telephone. First and foremost, identify yourself and state the purpose of the call. It is polite to seek permission to ask if the receiver has the time to take the call, and if not, propose another time when he would be available. Try to go straight to the issue you require answers to, and clarify all answers to avoid having to call them at multiple times. Always thank the receiver at the end of a call. 

Interview tips
A good start is to research the interviewee. Try to obtain as much information as possible through the internet, media releases and from other published materials. If a piece of information does not appear to be credible, it can be a question to clarify during the interview. Also, being prepared commands authority on your part, and at the same time, it shows respect to the person being interviewed. Try to keep all questions succinct and clear to save time. If needed, test the questions on a colleague to see if it is easily understood. 

 

Press release writing tips
 When writing press releases, it is important for readers to obtain pertinent facts quickly. Take the inverted pyramid approach. This simply means that all the essential facts will be placed at the beginning of the article, and the least important at the end. Not only can this help readers with understanding the gist of the article by scanning the first few lines, it can also help editors to promptly edit a piece when space limit comes into play. 

