
How-to Create Effective Key Messages
Although Volunteer Alberta has prepared a list of key messages for every target audience described in the Recruitment and Retention Strategy, local fire departments may need to create key messages for public speaking engagements or other targeted recruitment efforts. 

Key messages state the basics of what the fire department is and define the vision, values, mission, and beliefs of the department. Key messages must be interesting, relevant, and concise to catch the attention of both press and readers or listeners. 

This guide will aid the fire department in creating key messages for any event or initiative. 

Key Messages – Considerations 

1. 
Determine your goal – what is it you want to achieve? 

a. 
Create awareness by providing basic information and facts about volunteer firefighting and the local fire department 
b. 
Create understanding of the volunteer fire department by describing the environment in which the fire department operates 
c. 
Obtain general support for the fire department and volunteer firefighting 
d. 
Obtain commitment to sustaining the volunteer fire department, or to fire hall initiatives 

2. 
Pay attention to the effect the message will have, ask: 

a. 
How do I want recipients of the messages to feel as a result of this message? This influences the tone of the key messages 
b. 
What do I want recipients of the messages to think? This influences the content of the key messages 
c. 
What do I want recipients of the messages to believe? This influences the content of the key messages 
d. 
How would I like the recipients of the messages to act, or what do I want them to do? This will influence the “call to action” – a key message on its own 
Key Messages - Elements 
A good key message is…
… 
Bold – states facts and makes claims in a forthright manner 

… 
Convincing – it informs your audience of the value of the fire department, and how 

they benefit from the department and the initiative or event advertised 

… 
Conversational – it uses language so plan that one who knows nothing about the fire 

department will understand and be interested in it. Ensure acronyms and abbreviates are spelt out in full 

… 
Quotable 
… 
Easily verified by evidence, facts, or opinions of others 

Key Messages – Do’s and Don’ts 
· Refine the key messages several times and solicit input from at least one other person

· Develop separate key messages for each point you would like to make 
· Ensure the key messages “roll off the tongue”
· Ensure key messages are easily understood by a wide audience
· Include at least one reference to the provincial brand 
· Develop several key messages for each initiative, event, or any publicity opportunity your department undertakes 
· Ensure that each set of key messages has an overarching theme which reflects the goals of the fire department
· Have evidence, facts, and opinions of others which support each key message 

· Let an individual key message encompass too many points – keep each message simple

· Use run-on sentences – make each key message quick and snappy 
· Use lists 
· Include too many facts or figures
· Provide in-depth explanations (that’s what the interview is for) 
· Use multiple sets of key messages for an individual event or initiative 

Key Messages - Words to Use 
The words listed below will help you state your message in a clear and bold manner. Key messages should always be written in the present tense (by using words such as is, do, are) as this shows currency. 

Action words:

	
	(
	Enables
	
	(
	Enjoy

	
	(
	Improves
	
	(
	Give back

	
	(
	Support
	
	(
	Enrich

	
	(
	Grow, growth
	
	(
	Works to

	
	(
	Build
	
	(
	Progress

	
	(
	Enhance
	
	(
	Target

	
	(
	Reflect
	
	(
	Strengthen

	
	(
	Revamp
	
	(
	Focus


Inspiring words:
	
	(
	Accomplish
	
	(
	Achieve

	
	(
	Believe
	
	(
	Contribute

	
	(
	Enormous
	
	(
	Opportunity

	
	(
	Innovative
	
	(
	Limitless

	
	(
	Rewarding
	
	(
	Dedicated

	
	(
	Commitment
	
	(
	Inspire

	
	(
	Create
	
	(
	Meaningful

	
	(
	Powerful
	
	(
	Extraordinary
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