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Where is my audience? ..................................................... 3 

What tools am I going to use? ........................................... 4 

Whom am I going to grant access to manage my social 

media content? ................................................................. 4 

Whom am I going to ask for help and on what rules? ......... 5 

Schedule your posts and updates ...................................... 6 

You do not need to follow everyone who follows you ....... 6 

Organize your feed ............................................................ 7 

Set the time limits ............................................................. 7 

Use Google Alerts ............................................................. 8 

Measure your performance and act accordingly ................ 9 
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Wh r  is  y  udi nc ? 
/Write down social media platforms where your target audience is/ 

 

Social Media Platform Audience Persona Comments 

LinkedIn   

Facebook   

Instagram   

Pinterest   

TikTok   

WhatsApp   

Snapchat   

Tumblr   

Twitter   

   

   

   

 

 

 

 

 

 

 

  



 

 

4 

 

Wh t t  ls    I   in  t  us ? 
Tool Name Pricing Plan Comments 

Hootsuite   

Buffer   

MeetEdgar   

Sprout Social   

   

 

Wh      I   in  t   r nt  cc ss t  

  n     y s ci l   di  c nt nt? 
Social Media 

Platform 

Role 

granted 

First Name and Last Name Contact number 

LinkedIn    

Facebook    

Instagram    

Pinterest    

TikTok    

WhatsApp    

Snapchat    

Tumblr    

Twitter    
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Wh      I   in  t   sk f r h lp  nd  n 

wh t rul s? 
/write here your approach on how and whom you are going to allow write for you/ 
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Sch dul  y ur p sts  nd upd t s 
/Describe shortly your approach to scheduling your posts. As you are going to schedule you content in 

the online tools, here you need just to write the rules/ 

 

Social Media Platform Type of post Frequency 

Instagram Post 2-3 times daily 

Instagram IGTV 1 per 2 days 

Instagram Video 1 per week 

Instagram Live TV 1 per week 

   

   

   

   

   

   

 

 

Y u d  n t n  d t  f ll w  v ry n  wh  

f ll ws y u 
/write down your following rules. For instance, I am going to follow only business accounts of my 

competitors. Or I am going to follow only accounts of influencers interested in my brand having more 

than 10.000 followers/ 
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Or  niz  y ur f  d 
/to be configured in the platform/ 

 

S t th  ti   li its 
/Describe you time-box limits. Set time limits you spend on Posting, commenting on others, and 

answering comments. You can follow the rule 5-10-15, which stands for: 

• 5 minutes on a new post - prepared earlier,  
• 10 minutes on commenting others 
• 15 minutes on answering comments 

/ 
Social Media 

Platform 

New Post Commenting 

Other Accounts 

Answering Comments 

Data in minutes. Frequency: D-daily, W-weekly, M-monthly 

LinkedIn 10.M W.5 W.5 

Instagram 5.D 10.D 15.D 

Pinterest    

TikTok    

WhatsApp    

Snapchat    

Tumblr    

Twitter    
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Us  G   l  Al rts 
/Define keywords and pages you want to receive alerts for/ 

Keywords ASAP/Daily/Weekly Email address 
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M  sur  y ur p rf r  nc   nd  ct 

 cc rdin ly 
/Use analytics provided by the social media platforms and google analytics/ 

Write down 3-4 KPIs you want to measure. 

 


