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Your podcast intro and outro are like your show’s handshake
and wave goodbye. They set the tone, build trust, and help
listeners know they’re in the right place. In this module, I’ll walk
you through how to craft a professional intro and outro that
connects with your audience, using royalty-free music and
voiceovers that reflect your brand.

Let’s make your podcast shine - right from the first second.

Module 3.1

Create a

Professional Intro

and Outro

Module 3.1
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Why Your Intro Matters
Your intro is your chance to make a first impression. It’s not about being
flashy - it’s about being clear, compelling, and consistent. Here’s how to
get it right:

1. Keep It Short and Impactful
Aim for under 30 seconds. That’s around 75 words. Most listeners decide within
the first 10–15 seconds whether they’ll stick around. So, skip the waffle. Think of it
as the amuse-bouche before the main course.

2. Make It Clear What Your Show Offers
You don’t need to explain everything, just give your listener a reason to stay.
Highlight what’s in it for them - learning, laughs, inspiration - whatever your show
promises, tease it upfront.

3. Build Excitement
Music, energy, and tone all work together here. If your show teaches something
valuable or delivers entertainment, let that shine through in your intro. This is
your mini sales pitch - make it count.

4. Use Music and Voiceovers That Fit
This is the part most podcasters overlook. The intro music and voiceover need to
feel right for your audience. Whether it’s warm and nurturing or bold and upbeat,
choose a tone that reflects your vibe. If you're not voicing your own intro, hire
someone whose voice resonates with your audience.
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Show notes or website link
 Let them know where to find resources mentioned.

Thank sponsors
 Example: “This episode is brought to you by [Sponsor Name], helping you [value
proposition].”

Encourage a subscribe or follow
 “Don’t forget to follow the show so you never miss an episode.”

Mention your email list or Patreon
 Use an incentive if possible—like a freebie or bonus content.

Tease the next episode
 Build anticipation with a sneak peek: “Next week, we’re diving into…”

Add a personal touch
 End with warmth, humour, or a signature sign-off that feels like you.

What to Include in Your Outro:

The Power of a Strong Outro
Your outro is your chance to wrap things up with purpose. This is where
you reinforce connection and invite listeners to take action - subscribe,
visit your website, follow you on socials, or tune in next time.

Rotate different outros for variety. Use 1–3 clear
calls-to-action, max. Overloading your audience
with requests will just lead to inaction.
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Watch & Listen
Here are some sample intro and outro styles to inspire your own. Listen
with intention - what grabs your attention? What feels natural?

🎥 Intro Examples

continued over

https://youtu.be/qa8w0sAtWGo
https://youtu.be/dc-6VYkM1cg
https://youtu.be/-jWRX6bPVmw
https://youtu.be/eesDqHK9Ajc
https://youtu.be/R7zMo50qAfE


🎥 Outro Examples

https://youtu.be/yirXkjXdvGA
https://youtu.be/kw_QignyWrs
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🎶 Always double-check licenses. Stick to
reputable royalty-free music libraries like:

DL Sounds
Podigee.com
Podsights.com

Understanding Usage Rights: Royalty-Free vs
Copyright-Free
When adding music or sound effects to your intro/outro, you need to
understand the difference between “royalty-free” and “copyright-free.”

Royalty-Free: You pay once (or not at all) and don’t owe
ongoing royalties, but you don’t own the content. You’re
licensing it.

Copyright-Free: The work is either in the public domain or
the copyright has expired, meaning anyone can use it freely.

Now it’s Your Turn
You’ve got the tools - now let’s hear that professional intro and outro!
This is where your podcast starts feeling real. Share your creations inside
our Facebook group, Master the Art of Podcasting, for feedback and
support.

Join the Community

https://www.facebook.com/groups/mastertheartofpodcasting
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 3.2 Edit

Your
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Learn to edit your podcast with ease - whether you’re just
starting or ready to outsource. Discover tools, workflows, and

strategies that make your message shine.
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You've Recorded - Now It’s Time to Polish Your
Diamond
You’ve done the hard part. You found the guest, planned the episode, hit
record… now let’s make it sparkle.

Editing is where your podcast truly comes to life. It’s the polish that
transforms raw conversation into an experience your listeners will
want more of—because when your show sounds professional,
everything else becomes easier:

✔️ More downloads
✔️ Better guest opportunities
✔️ Stronger community
✔️ More revenue potential

Even if you've never edited a single second of audio before, you can do this—without
tech overwhelm.

Let’s walk through how to edit a podcast (even if you’re brand new) and explore your
options, from DIY editing to hiring a pro.

What Editing Really Means
Editing your podcast isn’t just about cutting out the “ums” and awkward
silences. It’s about shaping a seamless story that keeps your audience
engaged.

Think of it this way: recording is mining the diamond - editing is the polish that
reveals its brilliance.

Before you begin, here are two golden rules to remember:

Know your message first. Don’t jump into editing without listening to your full
episode first. Take notes. What MUST your audience hear? What can go? Editing
should enhance - not confuse - your core message.

Edit with purpose. Great editing begins in the planning and recording stage. Use
a quality mic, choose a quiet space, and be clear on your topic. A well-prepared
episode needs far less fixing later.
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Editing vs Mixing vs Mastering
For new podcasters, these terms can be confusing - so let’s break them
down simply:

Editing is about cutting and arranging audio so it flows well.

Mixing balances the sound between speakers, music, and effects.

Mastering gives your episode its final polish - adjusting volume

levels and making it sound cohesive across platforms.

If you're just starting out, focus on editing. The rest can come later - or
be outsourced as you grow.

Choosing the Right Editing Software
There are so many tools out there - it can be overwhelming at first.
Here’s my take:

👉Keep it simple. Choose a tool that fits your comfort level, time, and budget. You
don’t have to use what everyone else is using.

Here’s what I use and recommend:

✅ My Go-To Tools

Wondershare Filmora – I use version 14 for both video and audio editing. It’s

intuitive and affordable.

VLC Media Player – Great for basic audio file conversions or quick previews.

Wave.video – Perfect for video clips and social media snippets.

https://filmora.wondershare.com/
https://www.videolan.org/vlc/
https://www.videolan.org/vlc/
https://wave.video/


11© Rose Davidson | Talking with the Experts 2025

Beginner-Friendly Tools

🎧 Audacity (FREE)

A long-time favourite for beginners. It’s not fancy, but it gets the job done
—especially for solo shows or simple edits.

▶️ Download Audacity

🤖 Castmagic (AI-Powered)

Let the robots help! Castmagic takes your full episode and spits out
transcripts, timestamps, quotes, and content for your blog or socials. It
saves hours of post-production time.

▶️ Try Castmagic  (affiliate)

✂️ Descript

A game-changer if you’re more comfortable editing words than
waveforms. Descript lets you edit audio like a Word doc - cut, paste, and
delete text, and the audio changes accordingly.

▶️ Download Descript

https://www.audacityteam.org/download/
https://www.castmagic.io/?via=rosedavidson
https://get.castmagic.io/z3abuno7l6o0
https://get.castmagic.io/z3abuno7l6o0
https://www.castmagic.io/?via=rosedavidson
https://www.castmagic.io/?via=rosedavidson
https://www.castmagic.io/?via=rosedavidson
https://www.castmagic.io/?via=rosedavidson
https://www.descript.com/download
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Feature Audio Editor
(e.g. Audacity)

DAW
(e.g. GarageBand)

Multi-track editing ❌ ✅

Edits source file
(destructive) ✅ ❌

Beginner-friendly ✅ Moderate

Great for interviews ❌ ✅

Audio Editor vs DAW: What’s the Difference?
You’ll hear people talk about “DAWs” (Digital Audio Workstations) vs
basic audio editors. Here's the quick breakdown:

If you’re just editing a solo show, Audacity might be all you need. If you're managing
guest tracks, music, or effects, a DAW might be worth the learning curve.

Want to Skip the Tech Altogether?
If editing feels too overwhelming - or you simply want to focus on your
message - you can always hire someone to help. There are freelancers
and podcast editors at every budget level.

Top tip: Always listen to samples of their work before hiring. Make
sure their editing style matches your vision.

Remember, no two podcasts are the same. Choose the workflow that supports your voice,
your message, and your audience.
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Let’s Recap
Podcast editing doesn’t have to be complicated. Whether you’re
polishing it yourself or outsourcing the work, the goal is the same:

✔️ Make your message clear

✔️ Respect your audience’s time

✔️ Let your voice shine

Don’t let editing hold you back. You’ve got this - and your podcast deserves to sound
its best.
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  3.3 Transcribe
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  3.3 Transcribe
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Register to a transcription
service

Transcribing your podcast adds value, improves SEO, boosts
discoverability, and supports monetisation. Learn how to create

compelling, clear show notes.

Why Transcription Matters for Podcasters
If you want to make your podcast easier to find, simpler to navigate, and
more accessible for every listener - transcription is your best friend.

Transcriptions and well-crafted show notes do more than recap your episode. They:

Create a one-stop shop for your listeners to find links, quotes, and mentions.
Boost your discoverability through search engines with SEO-rich content.
Offer visibility for your sponsors and CTAs in a visual, lasting way.
Increase accessibility for hearing-impaired audiences.
Encourage binge-listening by linking to past episodes.

Let’s unpack how you can make the most of this underrated step in your podcasting
workflow.
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Register with a Transcription Service
Before you dive into writing great show notes, you need a reliable
transcript of your episode.

Here are a few tried-and-tested transcription tools I recommend (some of which I
proudly affiliate with):

Castmagic – AI-powered show notes and content repurposing.

Otter.ai – Great for collaborative, real-time transcriptions.

Rev – Human transcription for accuracy.

Fiverr – Budget-friendly freelancers.

GMR Transcription – Great for clear, professional transcripts.

Upwork – Find freelance experts to fit your style and budget.

Krisp – AI powered transcript and noise suppression. It also creates an Outline of

the conversation and Keypoints (with timestamps) – this is what I’m using along

with ChatGPT.

Choose what works for your workflow, and don’t be afraid to test a few!

https://www.castmagic.io/?via=rosedavidson
https://otter.ai/referrals/FOUJWPXW
https://www.rev.com/transcription
https://www.fiverr.com/categories/writing-translation/transcription
https://www.gmrtranscription.com/
https://www.upwork.com/hire/landing/
https://krisp.ai/


Using the following information, create show notes which include the following
details. They must be EEAT and SEO optimised.

Up to 70-characters compelling, keyword-rich, catchy, bold, intriguing title, 

10 highly relevant, 3–5-word SEO-optimized keywords separated by commas, 

1 target keyword for use on YouTube

YouTube tags (max 250 characters)

8 SEO-rich hashtags, 

160-character SEO-friendly meta description, 

less than a 1000-character compelling guest biography for Buzzsprout (highlight

credibility and achievements), 

150-word compelling guest biography for website (highlight credibility and

achievements), 

3000-character Buzzsprout description (emphasise transformation and value),

include a question at the beginning

250-word YouTube description (emphasise transformation and value), include a

question at the beginning

300-word website description (include a story hook, episode value, and SEO

phrases), include a question at the beginning

THREE key takeaways (what the audience will learn) for:

The following is taken from the Guest Booking Form

Guest's Name:

Topic:

Topic description:

Three things the audience will learn:

Guest Bio:

ChatGPT prompt I use:
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A Clear Episode Summary
 Give just enough to hook interest without revealing all the juicy insights.

Guest Bio
 Short, sharp, and designed to build curiosity and credibility.

Resources & Mentions
 Link everything. From quotes and stats to books and tools - it saves your audience
time and shows you’ve done your homework.

Timestamps
 Help your audience skip straight to the good stuff - especially helpful for longer
episodes.

Call-to-Action Section
 Want them to subscribe, leave a review, or check out your course? Put it all in one
place, loud and clear.

A Memorable Quote
 Choose a line from your guest or yourself that teases the heart of the episode. Make
it tweetable and bold.

Embedded Player
 Let people listen right then and there, no matter what platform they’re using.

What Makes Great Show Notes?
Show notes aren’t just summaries - they’re mini marketing machines.

Here’s what to include to make yours work hard for you:
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SEO: Your Silent Salesperson
Your podcast notes should do double duty - engaging your audience and
attracting new ears through search.

To do this:

Use keywords naturally in your title and descriptions.

Structure your copy with headings and tags (H1, H2, etc.).

Add image ALT text with relevant keywords.

Link to past episodes to improve visibility and session time.

Remember, SEO is a marathon, not a sprint. The more consistent you are, the more
Google will reward you.

Short-Form vs Long-Form Show Notes

Short-Form Notes
✔ Best for loyal, returning listeners

✔ Great when time is limited

✔ Works well with transcripts as add-ons

Long-Form Notes
✔ Ideal for attracting new listeners

✔ Adds depth and SEO power

✔ Perfect for repurposing into blogs or social media content

If you’re short on time, write short notes and include a
lightly edited transcript. Just remember - spoken word
doesn’t always read well on the page, so tweak where
needed.
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Save Time with Smart Planning
The easiest way to create great show notes?

Write them while you’re scripting your episode.

Use a template (you can grab the free resource below), and fill in the basics during
your prep:

Episode theme

Guest highlights

CTAs

Links or references

This turns a “task to-do later” into something that flows naturally as part of your
content creation process.

Download Swipe File -
Podcast Show Notes

They’re formatted for both short and long-form, and include:

Headings

Bio prompts

CTA section layouts

Timestamps

And SEO notes

Final Thought

Whether you do it yourself or outsource it, transcription and show notes help you
build a stronger, more discoverable, and more listener-friendly podcast.
Make it a habit - not an afterthought - and you’ll find your episodes have a much
longer life and a wider reach.

https://docs.google.com/document/d/1j7ZtRBdI0lWXAUmvMxsV9N0tZfxceVEA/edit?usp=sharing&ouid=113635451457749815458&rtpof=true&sd=true
https://docs.google.com/document/d/1j7ZtRBdI0lWXAUmvMxsV9N0tZfxceVEA/edit?usp=sharing&ouid=113635451457749815458&rtpof=true&sd=true
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Download VLC Media Player 
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Sometimes you capture the perfect message on video, but all you really
need is the audio. Whether you want to reuse that content for your

podcast or simply extract the sound for editing purposes, there's an easy
way to do it - even if you're not tech-savvy.

One of the best tools for this job is VLC Media Player. It’s free, simple to
use, and works on both Mac and PC. You don’t need fancy software or
complicated tools - just a couple of clicks, and you’ll have your audio

ready to go.

Step 1: Download VLC Media Player

Start by downloading VLC Media Player to your computer. You can do that here:

Once installed, you’re ready for the next step.

https://www.videolan.org/vlc/
https://www.videolan.org/vlc/
https://www.videolan.org/vlc/
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Step 2: Watch the Quick Tutorial

I've put together a short 3-minute video that walks you through the entire process.
It’s designed to be super easy to follow, especially if you're someone who doesn’t
love tech.

You’ll see exactly how to strip the audio from any video using VLC so you can
repurpose your content across platforms.

Why This Matters
Repurposing your content helps you work smarter, not harder. If you’ve recorded
something valuable on video - like an interview, a solo episode, or a live stream - you
can now easily turn that into a podcast episode, a soundbite, or a training resource.
No need to re-record or fuss with editing suites.

Final Thought
This little trick can save you heaps of time. It’s just another way to simplify the
podcasting process and make the most of the content you’re already creating.

You’ve got this.

https://youtu.be/GvIvcTe9NM4

