
Photo
Your smartphone can be used to take photos and videos that look polished and professional. With a few easy 
tricks, you can capture clear, well-composed images for your department or program needs. 

Keep it steady
A steady phone makes the difference between a sharp shot and a blurry one. You can invest in a tripod and 
phone adapter – durable ones start around $50. If you don’t have a tripod, lean your phone against a chair, 
wall, or desk and use the timer function to reduce shake. For a DIY option, cut slots into the sides of a sturdy 
disposable plastic cup, just wide enough for your phone to slide in and stand upright. 

Lighting matters 
Good lighting is the fastest way to make your photos look professional. Tap on the brightest part of your screen 
(like a white shirt or any light-colored object) to set exposure and protect highlights. Photos that are too dark 
can be fixed, but blow-out areas can’t. Whenever possible, move your subject into even light: indoors near a 
window, or outdoors in open shade under a tree building overhang, or shaded walkway. Avoid “spotty” shade 
from sparse branches, which creates blotches on faces. Go for more dense trees for excellent shade.

Choose your frame 
Choose your orientation based on how the photo will be used. Vertical (portrait) works well for individuals, small 
groups, or social media posts. Horizontal (landscape) is better for large groups, wide scenes, or when the image 
may be used in presentations or banners.  Horizontal shots can also often be edited to fit a vertical layout. 

Check your background
Take a moment to look at what’s behind your subject. A simple wall, campus sign, or greenery often works 
better than a cluttered space. Step back enough to include a person’s full face and shoulders, and always tap the 
dominant subject’s face to lock focus (the people are more important than the background).  

Resolution matters 
Most newer phones let you choose resolution. Always go for the highest setting available (such as 50MP). If your 
phone offers RAW images and you know how to edit, turn it on for maximum flexibility in adjusting exposure and 
sharpness later. 

Share smart 
Large image files can clog email. Instead, group your photos into a ZIP file and upload them to a shared cloud 
folder. This keeps quality high and makes it easier to send multiple images at once. 

Extra pro tips: 
•	 Wipe your camera lens before each shoot 
•	 Turn on grid lines to straighten horizon and center your subject 
•	 Move closer instead of pinching to zoom
•	 Take several shots of the same moment
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Video
Many of the photography tips apply here, as well.

Stabilize 
Shaky video distracts from your message. Use a tripod, rest your phone on a steady surface, or keep your elbows 
tucked close to your body while filming. 

Use the back camera
Always film with your phone’s back camera for sharper results. It captures higher resolution than the  
selfie camera. 

Frame it well
For more department uses, shoot in horizontal (landscape) mode. Please place your subject slightly off-center 
(rule of thirds) and check the background for clutter or distractions before you hit record. Position the camera 
at eye level, and leave a little space around your subject so titles or graphics can be added to the video footage 
later if needed.

Prioritize sound
Clear audio makes or breaks a video. Record in a quiet space, away from wind or background noise. Stand close 
to your subject, and if you have earbuds or a small mic, use them for clearer sound.

Simple delivery
Keep clips short—30 to 60 seconds works best. Speak in everyday language, like you’re talking to a colleague or 
friend. Avoid heavy jargon or acronyms.

File settings & sharing
Record in HD or 4K (check your settings for the highest option). Always share the original, uncompressed file—
don’t select “small” or “medium” when exporting. Use cloud storage or a shared drive instead of email for  
large files.

Pro moves
•	 Tap and hold on your subject to lock focus and exposure.
•	 Avoid fast pans or zooms—slow and steady looks better.
•	 Record a few seconds before and after speaking to make editing easier.
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