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 Overview & Purpose 

This document is a resource for the Neuroscience Ambassadors to organize their 
online content and recruitment efforts. There is a lot of information presented, but 
it is easy to navigate to sections that you need by clicking on the links in the table of 
contents. It can be used by anyone involved in the program including the director, 
student coordinators, student editors, student writers, and student designers.  
 
Within this document, information is broken down into five major categories: 
content maintenance and governance, website content/design, interview process, 
social media strategy, and events. Inside the governance section, group members 
will find information about roles and an editorial calendar to track what content is 
being created and where it should be posted. Within the website content and 
design section, group members will find a style guide, examples and tips 
concerning search engine optimization and metadata, and a link to that editorial 
calendar. The final three sections give information about how to conduct and 
submit interviews, how to post on social media, and how to promote events. 
 
In addition to these main sections, this document also gives information about the 
target audience and an appendix which contains the research and user testing that 
the findings and recommendations within the document are based on. 
 
By using this document, the Neuroscience Ambassadors will have the tools and 
knowledge necessary to increase recruitment to the neuroscience major at MSU 
and expand the audience that the program is able to reach.  
 

Audience Analysis 
Current Audience 
 
The current audience of the interview pages on the Neuroscience Ambassadors 
website consists of undergraduate students who are already enrolled in MSU as 
neuroscience majors. This is because the interview pages are located on the 
undergraduate page of the Neuroscience website, so those students are the ones 
who would use the information presented on this page. For this reason, that is the 
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only audience who is currently viewing the page. This is important because it shows 
how vital navigation is when determining audience. Having the interview pages 
embedded in the undergraduate page leads viewers to think that the information 
contained on those pages pertains/is relevant to that audience specifically. If we 
want to use the interview pages as recruitment tools, the navigation and 
organization of the site needs to be revamped and include other target audiences.   
 
Primary Target Audience 
 
The primary target audience for the site consists of prospective students who are 
thinking about joining the MSU Neuroscience Program.  
 
Other Target Audiences 
 
The other target audiences consist of younger students who wonder what 
neuroscience is and current MSU students who are interested in learning about 
future career paths. Of these two audiences, younger students should receive more 
attention than current MSU students. This is because the younger students require 
more guidance navigating the unfamiliar website, while the current students 
already have some knowledge of how the Neuroscience website and other MSU 
websites function. 
 
What the Audience Wants/Needs 
 
The primary target audience of prospective students wants a page that is easy to 
navigate. This includes both primary navigation and navigation within the page 
(headings, subtitles, links, etc.) They want to be able to find information concerning 
the program, as well as learn from alumni, students, and career professionals 
about neuroscience in general and the neuroscience major at MSU specifically.  
All three target audiences want to know about events that the Neuroscience 
Ambassadors or an affiliated partner are putting on.  
 
How to Appeal to the Target Audiences 
 
We can appeal to the target audiences by reorganizing the website to include a 
landing page as well as a dedicated events page. The landing page will be titled 
“Prospective Undergraduates,” and will contain links to the interview pages with 
descriptions detailing the purpose of the interviews and what they can help viewers 
learn. The navigation structure will also be updated to reflect the added pages and 
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clearly define the organization of the site. These changes will aid in recruitment by 
providing additional information to viewers about specific events and the 
Neuroscience Program in general. In addition, the revised navigation and 
organization will improve the user experience for those who visit the site.  

 

Content Maintenance and 

Governance 
With the fast-paced nature of the internet, websites are out of date almost 
immediately after they are published. Once changes are made to a website, it is 
important to create a plan for how the new content will be updated and 
maintained. Knowing when content will be updated and who will make the changes 
will allow the Neuroscience Ambassadors to properly maintain their online 
presence.  
 

Editorial Calendar 
This calendar was created to track the content that will be posted on the website 
including interviews and events. The calendar also contains information about 
when posts need to go out on social media. Follow the link to view the full calendar.  
 

Roles 

Director 
The Director of the Neuroscience Ambassadors is Dr. Kanchan Pavangadkar. She 
will post all interviews, manage the website, and have the final say on all edits to 
web content as well as other promotional materials. All social media campaigns 
must be approved by her before they are launched. Dr. Pavangadkar will meet with 
both Student Coordinators once a month to discuss the work of the Neuroscience 
Ambassadors program. Dr. Pavangadkar will also provide students with potential 
interviewees for the “Student Spotlight” section of the online interviews, as well as 
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communicate to with the Coordinators about recruiting events and the desired role 
of the Neuroscience Ambassadors at these events. In general, Dr. Pavangadkar acts 
more as an advisor to the club, giving it a voice on the Neuroscience Program 
website, rather than actually being in charge of the club. 
 
We have a single director who acts as the leader of the Neuroscience Ambassadors 
Program in order to have one final pair of eyes ensure that the Neuroscience 
Ambassador Program’s content is consistent with the voice of the Neuroscience 
Department as a whole.  
 

Coordinators 
At any given time, there are two Student Coordinators for the Neuroscience 
Ambassadors. The Coordinators will schedule events and meetings, as well as 
oversee all campaigns and events. The Coordinators will also create a publication 
and progress schedule for interviews, and assign a certain interview or interview 
type to each member.  
 
Specific roles include: 
 

● Communicating information that needs to be included on event 
handouts/flyers/brochures 

● Distributing flyers/brochures 
● Meeting with Dr. Pavangadkar once a month and updating her on the 

progress and difficulties of the Neuroscience Ambassadors 
● Scheduling interview publication 
● Working with Editors to update the Style Guide 
● Working with the Social Media Manager(s) to update Social Media Strategy  

 
In order to allow Dr. Pavangadkar to be less involved with the happenings of the 
Neuroscience Program and more focused on the finished products, there are two 
Student Coordinators for the Neuroscience Ambassadors. With two Coordinators, 
we avoid placing the entirety of running and facilitating the Neuroscience 
Ambassadors on one Coordinator. Having two Coordinators working closely 
together also allows for a divided workload without having so many people 
involved in scheduling and delegating tasks that it becomes unclear what tasks 
have already been completed.  
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Editors 
The Student Editors of the Neuroscience Ambassadors will work with the Student 
Writers to ensure interviews are completed on time, grammatically correct, well 
organized, and properly formatted. This work includes: 
 

● Introducing the Style Guide to the Student Writers 
● Checking in with the Student Writers the week before their first interview 

draft is due  
● Collaborating with the Student Writers in a Google Doc to suggest initial edits 

to the interview and handout drafts. This is the stage where any major issues 
will be addressed, such as issues of length or content. 

● Making final edits to all interviews and handouts 
● Submitting all interviews and handouts to Dr. Pavangadkar for final approval 

and publication 
● Proofreading all flyers before print 

 
A Student Editor is necessary to ensure that interviews are grammatically correct 
and formatted correctly. Proper grammar and format is important to ensure the 
Neuroscience Ambassadors have a professional tone and do not appear sloppy.  
 

Social Media Manager 
The Social Media Manager is responsible for: 
 

● Sending out bi-weekly tweets detailing program events/new content on the 
site 

● Posting to Facebook every time a new blog/interview is posted 
● Posting event flyers to Facebook 
● Replying to all tweets and Facebook comments in a polite and professional 

manner (see Social Media Strategy) 
 
A Social Media Manager is needed to ensure consistency of tone, voice, and timing 
across social media platforms.  
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Student Writers (Interviewers) 
The Student Writers are responsible for: 
 

● Conducting and writing interviews that adhere to the guidelines laid out in 
the Style Guide 

● Emailing potential interviewees in the format detailed in the Interview 
portion of this document 

● Submitting interviews to Editors for review in a timely manner 
● Working with Editors to make necessary edits to interviews 
● Collaborating with Student Designers to create content for flyers and other 

event announcements 
 

Student Designers 
The Student Designers are responsible for: 
 

● Designing flyers and other event announcements 
● Collaborating with the Student Writers to create content for flyers and event 

announcements  
● Working with Editors to ensure flyers, event announcements, and other 

handouts are true to the tone and voice of the Neuroscience Ambassadors 
program 

 

Event Speakers 
Event Speakers will be chosen on a volunteer, first come first serve basis. Speakers 
will follow the guidelines outlined by Dr. Pavangadkar that are sent by email before 
each event. 
 
* Note: these roles are not necessarily mutually exclusive. Only the Director, 
Coordinators, Editors, and Social Media Manager will be designated roles. The 
Student Writers, Designers, and Event Speakers can be filled by active members of 
the ambassadors programs at different times. 
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Intellectual Property 

Photo Release 
Whenever you are taking photos at an event or using photos from an interview on 
the website, it is important to get the subject of those photos to sign a photo 
release form. This protects the Neuroscience Ambassadors program from any 
potential legal issues, and it is the right thing to do so that the people in the 
photographs know that their image may be used on the website and in 
promotional materials. The link below contains a PDF version of a standard 
Michigan State University photo release form.  
 
https://drive.google.com/file/d/0B7IaxbK83hjpc0hGLVJQMGRwOUk/view?usp=shari
ng 
 

Interview Content 
When you are conducting interviews, it is important to get the interviewees’ 
permission to copy edit their answers and reproduce those answers on the 
website. This is as simple as asking them in an email if they give the Neuroscience 
Ambassadors permission to do these two things. To make it easier, you can copy 
and paste the phrase below into an email to the interviewees either before or after 
you receive their interview answers, whichever makes more sense. 
 
The phrase to use is: 
 
“Do the Neuroscience Ambassadors have your permission to copy edit your 
responses to the questions and reproduce your answers on our website?”  
 

Content Ownership 
All written and design content created by Student Writers and Student Designers 
for the Neuroscience Ambassadors is the property of the Neuroscience 
Ambassadors. 
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Website Content and Design 

Style Guide 

Tone and Voice 
The tone and voice of the Neuroscience Program website should be professional, 
informative, and engaging. The audience of the page consists of academics or 
potential academics, and as a result, they prefer a formal tone over a 
conversational one. In order to maintain this style, avoid first person, contractions, 
and abbreviations. Users also expect professional and correct material regarding 
the Neuroscience Program and its research, so be sure to include full names and 
titles of individuals, dates, and citations. 
 

Color and Font 
Color and font choices should adhere to MSU brand standards. These standards 
may change, but the images below give visual cues to show the current styles.   
 
Color Palette: 
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Fonts: 
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Images 
Images should be submitted in a standard format (jpg, gif, or png). These images 
should be between 500px and 1000px wide.  
 

Key Terms 
Here are the capitalization/spelling guidelines for the Neuroscience Program: 

● “Neuroscience Program” is capitalized 
● “Neuroscience Ambassadors” is capitalized 
● “neuroscience” or “cognitive, behavior or cellular and developmental 

neuroscience” is lower case 
● “Alumni Connection”, “Student Spotlight”, “Faculty Highlight”, and “Career 

Professional”, are all capitalized  
● Titles such as “Director”, “Coordinators”, “Student Editors”, “Social Media 

Manager”, “Student Writers” or “Student Interviewers”, and “Student 
Designers” should be capitalized 
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Search Engine Optimization and 

Metadata 

Search Engine Optimization (SEO) 
Search Engine Optimization (SEO) is the process of increasing the visibility of a web 
page or a website. Good SEO means that the site will appear in the first few pages 
on search engines like Google or Bing when specific keywords are searched by 
users. It is critical to create a strong site with clear navigation to ensure that search 
engines will register your site quickly and easily. This will encourage repeat visits 
because users will continually see your content displayed on the first page of their 
search results.  
 
SEO is all about improving your search results, and this starts with the search 
engines themselves. Search engines like Google and Bing are constantly collecting 
information from pages on websites using an algorithm. They collect this data in 
order to create useful search results for users. The key to getting a high search 
result is to make sure that your website has the elements that the algorithm is 
looking for.  
 
Tips: 
To increase traffic to your site, it is important to know that words, titles, and links 
matter most to your users and to the search engines.  
 
The search results that we see on sites like Google and Bing are tracking the 
content patterns in your website. This is all based on repetition of words, the 
language used on the site, and the hierarchy created with headings and bodies of 
text. You can increase traffic by using complete titles and emphasizing keywords in 
titles and headlines. Also, make sure that each page has a page title embedded in 
the HTML code.  
 
You should also ensure that your website is accessible to search engines by 
including alternative text and tags. This will trigger search engines and allow them 
to easily find the data that will display in search results. 
 
Example: <title>Title of the page</title> 
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Another good thing to do is include links to outside sources in your website. This 
will connect you to other websites and can create more traffic to your own site. 
These links have double the effectiveness if the text that is linked is a keyword. 
 
One way to increase the amount of links is to advocate a strong social media 
presence. This will create repetition of keywords as well as bring more traffic to 
your website by increasing the amount of links available on the web that direct 
users to your site. 
 
Lastly, keep URL’s simple and readable so that your site is easily searchable. 
 

Metadata Strategy  
Metadata is a set of data that provides information and describes other data.  
 
You can create metadata for your website by tagging keywords. Some examples of 
keywords that could be tagged on your side are: interview, recruiting, neuroscience, 
Neuroscience major, Michigan State University Neuroscience, or prospective 
undergraduates. 
 
Another easy way to create metadata is to include the date of interviews, majors, 
and information in the alt text of the photos. Be sure to avoid defining your data 
too broadly; it is always better to create specific descriptions.  
 

Templates 

Introduction 
These templates were created for the Neuroscience Ambassadors Program at MSU 
in order to recruit prospective students and provide a space for the Neuroscience 
Ambassadors to connect with current and future students.  
 
There are four templates included. The first is a landing page for prospective 
students that provides a short introduction about neuroscience as a major, gives 
information about what students can do with that degree, provides information 
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about the MSU Neuroscience Program curriculum, and explains how prospective 
student can apply to become a part of the major.  
 
The next template is the “Student Spotlight” page which contains a list of interviews 
from current and former MSU students that were conducted by members of the 
Neuroscience Ambassadors program. The template after that is the interview page. 
This is the page that will appear once a viewer clicks on a link in the “Student 
Spotlight” page. It contains a brief paragraph introducing that student and the 
questions and answers from their interview.  
 
The final template is the “Events” page. The primary element on this page is a 
calendar that lists all the events happening within the current month. Below the 
embedded one month calendar, there is an option to view the calendar for the full 
year. Also included on this page is a list of featured events which will provide more 
information when a title is selected.  
 
The basic format of these templates is consistent with the current Neuroscience 
Program website. However, we have suggested several changes in order to appeal 
to the target audience, create consistency across pages, and provide more 
information for the user.  
 
To appeal to the target audience, persuasive writing was used in all of the content. 
Also, within the text, neuroscience is explained and discussed. This will provide 
prospective students with important information and may entice them to join the 
major. Additionally, to make navigating the site easier, topics and questions that 
may be important for prospective students are presented as bolded headings. This 
allows the user to quickly find what they are looking for. Imagery was also added to 
enhance the user’s experience. Including images to separate text-heavy pages 
improves the visual appeal of the website. 
 
To improve the overall organization of the content, changes were made to provide 
a clear information structure. Creating this structure allows the user to quickly scan 
the page and find the content that they are looking for. The reorganization of the 
pages also helps improve readability and creates a more user-friendly website.  
 
Even though we suggested including more information in the templates, we were 
also careful to ensure that the pages maintained a simple design. For this reason, 
we avoided including any unnecessary elements. This creates a clean template with 
easy navigation. 
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All of these changes will help to improve the overall user experience of the site and 
increase traffic to the interview pages, and they are based on research of top 
design practices.  
 

Landing Page 
 
Template Image 

 
1. A drop down menu will 
appear when Academics is 
selected and include 
“Prospective Undergraduates”. 
 
2. Prospective Undergraduates 
was added to the Academics tab 
for consistency and increased 
usability. Career Professional 
and Events were also added. 
 
3. A video to introduce and 
promote MSU’s Neuroscience 
Major.  
 
4. An introduction that provides 
a short explanation about the 
Neuroscience Major at MSU. 
 
5. Infographic charts and data to 
provide information about the 
program.  
 
6. An explanation about what 
you can do with a neuroscience 
degree. 
 
7. An explanation of the program 
curriculum and a list of required 
classes. 
 
8. An explanation of how to 
apply. 
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Student Spotlight Page 
Template Image 

 
 
 
 
 
1. An explanation 
that describes what 
“Student Spotlight” 
is. 
 
2. A “View By” 
menu which gives 
users the ability to 
organize interviews 
by name or date. 
This provides 
easier access to 
older interviews. 
 
3. The interviewees’ 
name, major, and 
year are presented 
first, and are 
followed by a 
photo. This 
provides users with 
the necessary 
information first.  
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Interview Content Page 
Template Image 

 
 
 
 
 
1. A headshot of the interviewee 
adds visual appeal to the page and 
puts a face to the interview text. 
 
2. An introduction to the 
interviewee that explains what they 
do at MSU and outside of MSU. This 
gives viewers additional 
information about the interviewee 
and provides a well-rounded 
explanation of the interviewee as a 
person.  
 
3. Images that correspond with the 
introduction break up the text and 
add more visual interest to the 
page. 
 
4. Questions followed by the 
interviewees answers are included 
after the images.  
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Events Page 
Template Image 

 
 
 
 
 
1. A calendar displays the list of 
events happening during that 
month. You can click on the link 
inside the calendar to go to a 
page with more information. 
 
2. There is also a link to view the 
events during the whole 
calendar year. This gives viewers 
the option to find events months 
in advance. 
 
3. A list of events, with a short 
introduction to event highlights 
what events are coming soon. 
Users can click on an event to 
get more information. 
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Interview Process 

Purpose of the Interview 
The purpose of these interviews is to provide information to current and future 
students about the Neuroscience Program at MSU and careers in neuroscience. 
The interviews will fall under one of four categories: Alumni Connection, Student 
Spotlight, Faculty Highlight, or Career Professional.  
 

Process Outline 
Student Interviewers should select either an Alumni in a science-relevant field, a 
student doing exceptional work in neuroscience, a faculty member in the 
Neuroscience Program, or a current professional in a neuroscience-related field. 
After selecting an interviewee, the Student Interviewer will draft and send a query 
email; if the interviewee agrees to an interview, the Student Interviewer will select 
5-7 questions to send to the interviewee. Upon receiving a reply from the 
interviewee, the Student Interviewer will write an introduction for the interviewee, 
and send the whole document to the Student Editor.  
 

How to Write a Query Email 

Tone 
The tone of your email should be formal and polite. The potential interviewees will 
expect this sort of tone, and it will increase your chances of getting a reply and 
securing an interview. 
 

Examples 
What to do: 
 
Dear Mr./Ms./Dr. Anonymous: 
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I am an undergraduate student at Michigan State University studying neuroscience. 
Our program is interviewing _____(faculty/students/alumni/career 
professionals)_____ in order to provide information for prospective and current 
undergraduate students. 
  
If you are interested in being featured in an interview and able to answer five to 
seven questions about your career path, as well as provide a photo, please email 
me at student@msu.edu. 
  
Here is a link to our website if you would like to view previous interviews: [link to 
page that this interview would fall under] 
  
Best, 
  
Your Name 
 
Why: 
 
Beginning the email with an opener such as “dear” and including the person's title 
conveys respect. Providing information on what the interview entails as well as 
what other interviews look like serves two purposes. First, this provides the 
interviewee with additional context and explains why you are contacting them. 
Secondly, the interviewees will be more likely to actually complete the interview 
because they know the requirements and time commitment ahead of time. This is 
not the only correct way to format a good query email; it is only one example.  
 
What not to do: 
 
Hi, 
 
Can I interview you for the neuroscience website? 
 
Why: 
 
This email provides no information about the type of interview, and does not 
politely address the interviewee. This makes them less likely to reply, and if they do 
reply, less likely to complete the interview in its entirety. The amount of effort the 
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interviewee puts into the interview will reflect the amount of effort the interviewer 
puts into the interview.  
 

Next Step 
If they agree to do an interview, choose 5 to 7 questions from the lists provided in 
this document in the “Questions and Body” section under the “How to Format & 
Submit Your Interview” heading. Remember to ask how the interviewee would like 
to be portrayed in the introduction you will write. In addition, ask if they would like 
a personal website linked. Be sure to tell the interviewee that each answer should 
be between 2-5 sentences long, and specify a date that the answers are needed by. 
If you do not not specify the length of the interview responses, you may not get an 
interview that is long enough to publish. In your follow up email, be sure to use this 
exact phrase: “Do the Neuroscience Ambassadors have your permission to copy 
edit your responses to the questions and reproduce your answers on our website?” 
For further information see Interview Content.  
 

How to Format & Submit the Interview 

Overview 
The interview will include an introduction, written by the interviewer, and 5-7 
bolded questions that are followed by the interviewee’s unbolded answers.  
 

Introduction 
There are four main points you should include in the introduction: 
 

1. Begin the introduction with “Meet Name, Title” 
2. Where they got their degrees and what the degrees are 
3. What the interviewee is currently doing — projects, research, and career 
4. Any other information that the interviewee would like to be included 
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Examples 
What to do: 
 
Meet Ashley Lyles, a medical journalist, premedical student, designer, and Michigan 
State University alumna! Ashley graduated from MSU with a Bachelor of Arts in 
Professional Writing with a concentration in Digital and Technical Design, but she 
also completed credits from the Premedical Track. At MSU, Ashley worked at the 
National Superconducting Cyclotron Laboratory and the Facility for Rare Isotope 
Beams and was involved in the Charles Drew Science Scholars Program, as well as 
many other programs related both to science and journalism. Her interests include 
writing, reading, music, and French— a language she has studied for 8 years. 
Currently, Ashley is pursuing a master’s degree in journalism with a concentration 
in scientific, health, and environmental reporting at New York University, with the 
long-term career goal of becoming a television medical correspondent and 
practicing medical doctor. 
 
Why: 
 
This introduction included the term “Meet,” wrote out Michigan State University 
before abbreviating as MSU, and gave Ashley Lyles’ field of study. This provides 
continuity with other interviews and the overall tone of the Neuroscience Program’s 
website. Furthermore, the introduction follows Ashley Lyles’ career path 
chronologically and gives details on her current career path, which is easier for the 
reader to follow than jumping around. The introduction is also detailed, allowing 
the reader to become acquainted with the interviewee's work before reading the 
interview.  
 
What Not to Do: 
 
Ashley Lyles is a student at NYU right now, but she went to MSU. I interviewed her 
to learn about her career path.  
 
Why: 
 
This introduction does not begin with “Meet.” This is inconsistent with the other 
interviews featured on the page. It also uses the acronyms for NYU and MSU before 
defining the universities. Phrases like “right now,” “she went,” and “I interviewed” 
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are informal and do not match the tone of the Neuroscience Program’s website. 
Rephrase as “currently,” “she attended,” and avoid using first person. The 
introduction also provides little detail and is too short.  
 

Questions and Body 
Choose 5 and 7 questions from the category that is relevant to the interview (ie 
Student Spotlight, Alumni Connection, Faculty Highlight, or Career Professional). 
  
For Faculty Highlight: 
 

1. When did you decide that you wanted to pursue your current career? How 
did you come to that decision? 

2. What steps did you take as an undergraduate/graduate student that led you 
to this career? 

3. Describe a typical day at work. 
4. What are the major qualifications for success at your job? 
5. If you could go back to the start of your undergraduate career, what would 

you do differently, if anything? 
6. What advice would you give to current neuroscience majors? 
7. What is one thing that you believe every student should be involved in? 
8. What do you believe are some of the best careers to pursue after receiving a 

degree in neuroscience? 
9. What changes are occurring in your field of study? 

  
For Student Spotlight: 
 

1. What has been your favorite academic/extracurricular activity as an 
undergraduate at Michigan State University? 

2. What are some of your favorite neuroscience courses? 
3. What were your hardest neuroscience and non-neuroscience courses, and 

how did you “tackle” the material? 
4. What are your plans after graduation? 
5. What tips do you have for academic success? 
6. If you could redo your undergraduate years, what would you change? 

 
For Alumni Connection: 
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1. When did you graduate from Michigan State University, and what is your 
current position? 

2. What were your favorite academic and extracurricular activities as an 
undergraduate? 

3. What tips do you have to build an outstanding resume as a neuroscience 
student? 

4. How did you choose your current career? 
5. What steps did you take as an undergraduate/graduate student to get where 

you are today? 
6. What are the major qualifications for success at your job? 
7. What extracurricular activities helped you the most? 
8. Did you take a gap year between graduation and your career? Why or why 

not? 
  
For Career Professional: 
 

1. What did you receive your undergraduate degree in? If you could go back, 
would you choose a different major? 

2. What other career paths did you consider in your life, if any? 
3. What is your current career? 
4. What was your favorite extracurricular activity as an undergraduate? 
5. If you could change anything about your undergraduate years, what would 

you change and why? 
6. How did you find out about your current career path? 
7. What parts of your career path do you find most enjoyable and most 

challenging? 
8. How has your field changed since you’ve entered it, and how do you think it 

will change in the coming years? 
9. How do most people enter this career path? 
10.Do you have any advice for students interested in this career path? 

 

Submitting the Interview 
The interview will include the introduction and 5-7 questions followed by the 
interviewee’s answers. Questions should be bolded; the answers to these questions 
and the introduction section should not be. Answer lengths may vary by question, 
but the goal length of the complete interview is 500 to 1000 words. Sample 
interviews can be accessed on the Neuroscience Program website.  
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Email to:  kanchan@msu.edu 
CC: Current Editor 
 
Interviews should be attached to the email as word documents. Also include a 
photo of the interviewee as an attachment. The font should be Arial size 11, and the 
images should be formatted according to the instructions presented in the “Style 
Guide” section of this document.  
 

Social Media Strategy 
The Social Media Strategy of the Neuroscience Ambassadors establishes guidelines 
for the Twitter and Facebook pages. It will outline different types of posts, who 
writes these posts, and how to interact with users. 
 

Images 
All images should be optimized for the web. Larger images will take longer to load, 
so try and balance images size and image quality.  In Photoshop you can “save 
images for web” and select a quality of about 60; the size is below a megabyte, but 
the quality is still high.  
 
All of the pictures that we use on social media must be either taken by the 
Neuroscience Ambassadors, or must be credited to people who took the image. 
 

Facebook  
The purpose of the Neuroscience Ambassadors Facebook page is to update users 
on events, post links to to web interviews, and share relevant research. 
 

Audience 
The audience of the Facebook page is more likely to be the parents of potential 
students than the potential students themselves, as there is an increasing number 
of adults who have Facebook, while children who are in high school or younger are 
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less likely to have social media accounts. The Facebook page should be used to 
share events such as the Neuroscience Fair and Brain Bee with the intent of 
recruiting parents to take their young kids — the Brain Bee and Neuroscience Fair 
are primarily attended by kids ages 4-14 who are brought by their parents. 
 

Tone 
As the audience of the Facebook page is more likely to include parents, the tone is 
slightly more formal than the Twitter account. Posts should be informative, but not 
contain too much jargon, as jargon can alienate readers. The length of Facebook 
posts should be 1-2 sentences.  
 

Types of Posts 
1. Events 
 
The events must be shared 1 month before the event takes place. For example, the 
Neuroscience Fair takes place on the third weekend in March each year, and the 
event flyer and post must be shared on Facebook 1 month before the event, so 
they would be posted during the third week in February. A reminder about the 
event should also be shared one and two weeks before the event day. The day 
before the event, a final reminder should be shared. On the day of the event, 
photos from the event, with appropriate captions, should be posted to the 
appropriate Facebook album for that event. A few things to remember: 
 

● Events should be shared with either an image of the event flyer or a link to a 
page detailing the event. Events such as the Brain Bee and Science Fair have 
their own web pages run through other departments, so the Neuroscience 
Ambassadors Facebook should share a link to these event pages. 

● It is also appropriate to share posts about science/neuroscience events from 
other MSU Science pages, but these pages must be shared with original 
commentary from the Neuroscience Ambassadors. 

○ For example, if MSU Chemistry shares a post about the Chemistry Fair, 
when sharing that post the Neuroscience Ambassadors would provide 
commentary such as “Be sure to check out the Michigan State 
University Chemistry Department’s Chemistry Fair on April 27th!” 

○ We provide original commentary for branding consistency; if we do 
not share in this way, the Neuroscience Ambassadors profile picture 
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will not appear by the shared event and our branding will be 
inconsistent. 

 
2. Links to interviews 
 
Links to interviews should be shared to the Neuroscience Ambassadors Facebook 
page as the interviews come out.  
 

● The link to these interviews should be shared with original commentary. 
○ Commentary Example: Meet Ashley Lyles, MSU alumna, medical 

journalist, premedical student, and designer. Check out our interview 
with her on the Neuroscience Website in the link below! 

○ It is important that you actively direct users to the link so that they 
know the link is there, and it is important that you provide context for 
the link so the users are compelled to click it and know what to expect.  

 
3. Shared Neuroscience research 
 
Neuroscience research can be shared directly from an MSU Neuroscience Lab 
websites or Facebook pages, but also must be shared with original commentary. It 
is okay to share from non-MSU neuroscience labs or publications, but all sources 
should be scholarly, and there should be at least a 3:1 ratio of MSU specific shares 
to non-MSU shares.  
 
It is okay to share from… 

● MSU Neuroscience Lab websites or Facebook Pages 
● Other Universities Neuroscience Lab websites or Facebook Pages 
● Publications when the article relates to Neuroscience. Scientific American, 

Psychology Today, and National Geographic are all examples of acceptable 
publications 

 
Do not share from… 

● General news outlets 
● Non-Neuroscience labs 

 
*Again, be sure to provide original commentary. 
 
Do:  
 

28 



 

● Check out Dr. Galligan’s latest research on how drugs affect the prefrontal 
cortex and decision making in the link below! 

● Professor Ravizza’s Cognitive Neuroscience Lab has been investigating the 
process of achieving goals and how this relates to working memory and task 
switching. Check out her research in the link below! 

 
Why: 
 

● Mentioning who has been doing the research can help students begin to 
recognize names within the department, especially when these researchers 
are likely to be professors they have or will have.   

● Mentioning specifics of the research allows students and parents to 
familiarize themselves with Neuroscience-related terms. However, be wary of 
using too many technical terms, as that may alienate readers.  

● These posts are short (1-2 sentences). Anything longer than this and you are 
likely to lose reader's attention.  

● Call for action: Tell your reader to click the link! 
● The contents have clearly been proofread. It is very important that you 

proofread your posts. Errors in posts reflect poorly on the Neuroscience 
Ambassadors and the Neuroscience Program. 

 
Don’t: 
 

● Research link below 
● Dr. Susan Ravizza’s research is on goals and how it relates to task-switching 

and working memory. Working memory is the same thing as short term 
memory, and task-switching is just what it sounds like; what it takes to switch 
from task to task. Her lab uses fMRI, as well as behavioral techniques. They 
are attempting to refine theories of working memory and task-switching by 
testing predictions regarding the functions of neural regions. These 
predictions are based on current prevalent theories in cognitive psychology. 

 
Why: 
 

● The first post is too brief and provides no context.  
● The second post is too long and provides irrelevant context. You do not need 

to define the entire field and all of the research and techniques used in the 
research you are linking; you only need to provide a little context.  

● The second post does not direct readers to a link. 
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Twitter 
The Role of the Neuroscience Ambassador's Twitter is tweet out events, links to 
articles, and links to research. 

 

Audience 
While on the Twitter page, the event should be shared with the intent of recruiting 
student volunteers for these events. Parents are less likely to use Twitter than they 
are Facebook, so it makes more sense to use Facebook to target parents to get 
their children to events such as the Neuroscience Fair and Brian Bee than it does to 
use Twitter. 
 

Tone 
The audience of the Neuroscience Ambassador's Twitter is more likely to include 
current and prospective students, and tweets should be directed at them. The tone 
of the Twitter should be less formal, and should often address readers directly and 
ask questions of them. The Twitter should convey a general excitement about 
Neuroscience, so exclamation points are appropriate.  
 
Tweets by nature have a 140 character maximum, but tweets should convey as 
much information as necessary as briefly as possible. 
 

Types of Posts 
1. Events 
 
Events should be Tweeted out 4 times: once one month before the event, once one 
week before, and once the day before, and again the day of. The wording of these 
tweets can be similar, but should not be the same. 
 
For Example: 
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One month before the event:                           One week before the event: 

               
One day before the event:                                   The day of the event:

             
 
All links should either be tweeted with a photo of the flyer, or a link to the event 
website if possible. When the event is happening, it is also appropriate to tweet out 
photos of the event as long as everyone in the photo is made aware that their 
photo will be on the Neuroscience Ambassador's Twitter.  
 
Keep tweets brief and enthusiastic— it is appropriate to address your followers 
directly.  
 
2. Links to Interviews 
 
Links to interviews should be tweeted out the day the  interviews come out. Here 
are some examples of captions for the interview links: 
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Good:   
 
Why: 
 
This tweet is brief, but still directs readers 
to the link and provides context for the 
interview. 

 
 
 
 
 
 
 

Bad: 
 
 

Why: 
 

This caption provides no context, 
and no reason for the reader click 
the link. 

 
 
 
 
 
 
 
3. Shared Neuroscience Research 
 
Neuroscience research can be tweeted as a link directly from an MSU Neuroscience 
Lab website or Facebook page, but also must be shared with original commentary. 
It is okay to share from non-MSU Neuroscience Labs or publications, but all sources 
should be scholarly and there should be at least a 3:1 ratio of MSU specific tweets 
to non-MSU tweets.  
 
It is okay to share from… 

● MSU Neuroscience Lab website or Facebook page 
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● Other Universities’ Neuroscience Lab websites or Facebook pages 
● Publications when the article relates to Neuroscience (Scientific American, 

Psychology Today, National Geographic) 
 
Do not share from… 

● General news outlets 
● Non-Neuroscience labs 

 
Provide Original Commentary: 
 

  
 
Why: 
 

● Mentioning who has been doing the research can help students begin to 
recognize names within the department, especially when these researchers 
are likely to be professors they have or will have.   

● Mentioning specifics of the research allows students and parents to 
familiarize themselves with Neuroscience-related terms. However, be wary of 
using too many technical terms, as that may alienate readers.  

● These posts are short— Twitter only allows for 140 characters.  
● They include a call for action: Tell your reader to click the link! 
● The contents have clearly been proofread. It is very important that you 

proofread your posts. Errors in posts reflect poorly on the Neuroscience 
Ambassadors and the Neuroscience Program. 

 

33 

http://blogs.discovermagazine.com/notrocketscience/2010/11/24/on-jargon-and-why-it-matters-in-science-writing/#.WO_oHlLMySM


 

Don’t include too little or too much information: 
 

 
 
Why: 
 

● The first post is too brief and provides no context. Tweets are directed at a 
student audience and meant to be personal and engaging. 

● The second post worked for Facebook, but is too long for Twitter.  
 
Hashtags:  
 
The Neuroscience Ambassador's Twitter can tweet with up to three hashtags. These 
tags should be relevant to science and/or current science events, but not overtly 
politically charged. Other than these guidelines, hashtags will be left to the 
discretion of Social Media Manager because of the changing nature of hashtags.  
 

Responding to Comments 
Across platforms, the Neuroscience Ambassadors should reply to tweets and 
Facebook comments in a timely and professional manner. Comments or Tweets 
asking specific questions should be replied to quickly and accurately. If you do not 
know the answer to a specific question, you can direct the commenter to another 
resource. 
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Criticism should be responded to professionally. For example, if someone tweets 
something negative about an event, it is appropriate to reply with a personal 
apology, mentioning the person’s name and replying directly to them. 
 
Good: 
 
Original Tweet/Facebook Comment: 
Brain Bee was a bust. My daughter was miserable and didn’t learn anything. 
 
Reply: 
Hi Sarah. We’re sorry you’re daughter didn’t have a time at Brain Bee. What can we 
do to improve on your experience next time? 
 
Original Tweet/Facebook Comment: 
Still haven’t heard back from the Neuro Admissions. So unprofessional, all I wanted 
was to get into the college. 
 
Reply: 
Hi John. We’re sorry you haven’t heard from admissions yet. We’re sure the college 
is moving as quickly as it can. 
 
Why:  
 
These replies address the individual directly, and apologize on behalf of the 
program. One tweet asks what we can do to make the experience better next time. 
This ensures that the person with the original comment feels as if their input 
matters.  
 
The second tweet is about a matter out of the Neuroscience Ambassadors’ hands, 
so it is best to to assure the concerned individual that the department is working as 
fast as it can and apologize for the inconvenience. If necessary, it would also be 
appropriate to direct that concerned individual to the admissions office. 
 
Bad: 
 
Original Tweet/Facebook Comment: 
Still haven’t heard back from the Neuro Admissions. So unprofessional, all I wanted 
was to get into the college. 
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Reply: 
You’re tweeting at the wrong organization. Tweet at the admissions office. 
 
Original Tweet/Facebook Comment: 
Brain Bee was a bust. My daughter was miserable and didn’t learn anything. 
 
Reply: 
I’m sorry about that. Maybe next time will be better. 
 
Why: 
 
The first reply shifts blame to another organization and becomes accusatory. The 
tone is unprofessional and even unkind, straying from the desired tone of the 
Neuroscience Ambassadors. 
 
The second reply seems insincere and uses “I” instead of “we”. The Neuroscience 
Ambassadors is one organization and should have one voice as an organization, 
using “we”. The reply doesn’t address the complaint of the individual, nor does it 
suggest a desire to solve the problem.  
 

Posting Schedule 
There should be 3-5 Facebook and Twitter posts a week. Posts should happen on 
weekdays, and there should be no more than two posts a day.  
 
Goals: 
 
Short-Term: Establish Facebook and Twitter accounts for the Neuroscience 
Ambassadors and designate a Social Media Manager to manage these accounts. 
 
Mid-Term: Use these channels to communicate neuroscience events, recent 
interviews on the website, and neuroscience research 
 
Long-Term: Build a larger audience and increase interest in Neuroscience 
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Social Media Summary 
We want to set a professional and engaging tone for the social media pages, and 
share similar content across pages. Our goal is to increase interest in Neuroscience 
and to engage with people interested in Neuroscience as well as to share events. 
  

Events 
All events for the Neuroscience Program should be advertised in order to raise 
awareness for the event and generate a greater audience. To promote the event, 
Student Designers should create a flyer that can be shared on social media and 
posted around campus. This way, the event is promoted in both physical and digital 
spaces and reaches people where they are most likely to see it.  
 
When posting flyers around campus, be sure to place them in areas where there 
are a lot of neuroscience or science majors. These buildings include Biomedical and 
Physical Sciences, Natural Sciences, Psychology, Holmes Hall, and Wells. 
Additionally, the flyer should be shared on Facebook, Twitter, and posted on the 
“Events” page of the Neuroscience Ambassadors website. When posting the flyer, 
be sure to include additional information about the event. Find more information 
about this in the Social Media Strategy. 
 

Flyer Style Guide 

The purpose of flyers is to promote events for the Neuroscience Department. These 
flyers should include: 
 

● A heading describing the event 
● Date and time of the event 
● Location of the event 
● Important details of the event  
● Neuroscience-relevant imagery 
● QR code of the event page on the website  

 
Guidelines for flyer design: 
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● Create hierarchy with fonts 
● Pay attention to the amount of white space 
● Implement contrast, repetition, alignment, and proximity; the CRAP Design 

Principles 
● Use color when relevant 
● Have a fun and informative tone  

 
When you finish a fyler, send it to the current Editor for edits and printing. 
 
Example flyer for an event: 
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Appendix 

Brainstorming 
In order to begin creating this content strategy, we needed to look at what already 
existed on the website, what was working well, what areas could use improvement, 
and what we could do to make those improvements. We started by looking at the 
current website and writing down separate areas of content on yellow sticky notes. 
After that, we thought about what an ideal website should do and wrote that 
information on orange notes. Next, we pulled out pink notes and wrote down all of 
the adjectives that came to mind when we looked at the website. Finally, on the 
blue notes, we listed the things we could create or do to solve the issues that we 
discovered when we were listing adjectives.  
 
Once all of the separate notes were created, we organized them in the form of a 
pyramid with the goals on the bottom, the content assets that could be utilized to 
reach those goals on the next level, the adjectives that correspond to the assets on 
the level above that, and the actions we could take on the very top level.  
 
By organizing our thoughts in this way, we were able to create a plan of action that 
addressed all of the goals we had for an ideal website and utilized and refined the 
current content.  
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Content Inventory 
Below is a link to the content inventory that was conducted before the creation of 
this document. This inventory allowed us to catalogue all of the available content so 
we could see the current assets that the Neuroscience Ambassadors program 
possessed. It also allowed us to examine the current organization of the website so 
that we could see what should stay the same and what could be improved.  
 
https://docs.google.com/spreadsheets/d/1pFkz0IUFnTCpno4yI-fvzvGcRW4d9AtDzK
RPayOg8dU/edit?usp=sharing 
 

Usability Tests 

User Testing Script 
Hello, thank you so much for helping us out. (Introduce yourself) 
First we just need you to tell us a little bit about yourself. All of this information will 
remain confidential. 
 
Ask the following: 
 

● What is your name? 
● What is your year in school?  
● What is your major?  

 
Today we are going to be testing a very basic form of a website we are helping to 
design for the Michigan State University Neuroscience program. The website will be 
a place to recruit prospective students and provide a space for the Neuroscience 
Ambassadors to connect with current and future students.  
 
We’re going to start with a few questions about the following templates. Remember 
that there is no wrong answer. 
 
Initial questions: 
 

● What do you think would be under the Prospective Undergraduates page? 
● What do you think would be under the Student Spotlight page? 
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● What do you think would be under the Faculty Highlight page? 
● What do you think would be under the Alumni Connection page? 
● What do you think would be under the Career Professional page? 
● What do you think would be under the Events page? 

 
(Show user the templates without the annotations, repeat per template) 
 

● What are your first impressions of this page?  
● Where might you explore first?  
● Is there any information that is missing that you would like to know, if any? 
● How helpful is this site, if it is not helpful, what would you do to improve it? 

 
Closing questions:  
 

● Do you have any additional suggestions/comments to improve the design, or 
any other aspect of these templates? 

● Do you think social media pages and accounts would encourage you to visit 
the site more? 

 
Closing:  
 
Thank you so much for helping us out today! You have given us some really great 
feedback that will help us as we design this site. Please don’t hesitate to contact us 
later if you have any questions or concerns. 
 

User Testing Responses 
● Brad Miller 
● Katie Saunders 
● Sacha Velez 
● Sara Schellpfeffer 

 
   

41 

https://docs.google.com/document/d/1VDv94ifepgMzya05OmuuxOWVLef6WvJx3EkFaLq2yFc/edit?usp=sharing
https://docs.google.com/document/d/1C1fkAXoeP-zmg24R7kuks_OcXf9EhtCLQ5l22-FufxA/edit?usp=sharing
https://docs.google.com/document/d/1dMSG2DNBkmlQ88k7RciDbvLB90GMxfGcu9Oa7AnpsgM/edit?usp=sharing
https://docs.google.com/document/d/1-K45Ty16YeVs6JPNXtrt3-pa2PzW_ZtFyKYDjKn_1CY/edit?usp=sharing

