
Social Media Management Checklist 
 

Done? Tasks and Guidelines 
Organize Your Social Media 
 Twitter Lists 

 Twitter Hashtags 

 Facebook Lists 

 Facebook Groups 

 Google+ Circles 

 Google+ Communities 

 LinkedIn Tags 

 LinkedIn Groups 

 Pinterest Boards 

 YouTube Playlists 

  

Find the Right App for Managing Your Social Media 
 Check out Hootsuite 

 Check out Tweetdeck 

 Check out Sprout Social 

 Check out Crowdbooster 

 Download/Sign up for the one that best suits you 

 Explore features and set up your accounts on your app dashboard 

  

What Should I Share? Content Ideas for Social Media 
 Study your market and establish what will generate a reaction 

 Share content that will start a discussion 

 Write a short tweet with a link about your business 

 Show customers different ways they can use your products 

 Don’t update too much 

 Don’t use controversial topics 

 Don’t just self-promote 

  

Automate Your Social Media Content 
 Set up an RSS feed 

 Integrate your autoresponder with your social media profiles 

 Check out social widgets and plugins for Facebook and Twitter 

 Check for cross-posting site specific jargon 

 Make sure you stay in control of what you’re posting 

  

http://www.hootsuite.com/
https://tweetdeck.twitter.com/
http://www.sproutsocial.com/
http://www.crowdbooster.com/


Set Your Status Update Schedule 
 Check out Scheduling apps such as Buffer 

 Experiment with different times of the day 

 Experiment with different days of the week 

 Check for comments daily 

 Respond to comments asap 

 Choose a certain morning each week for getting content ready 

  

Engage Your Followers on Social Media 
 Try asking an intriguing question to generate engagement 

 Comment on something someone else posted 

 Respond to other questions 

 Reply to mentions of your name or brand 

 Share content you found elsewhere 

 Relate your content and comments to what you know of your 

customers 

  

How to Fight Social Media Time Suck 
 Remember your goals when you check social media each day 

 Set a time limit on your social media use 

 Choose a certain time of day to use social media 

 Try delegating 

 Monitor results to make sure you are reaching your goals 

  

Using Your Mobile to Manage Your Social Media 
 Think about times to use your mobile to manage social media 

 Try social media mobile management apps 

 Take advantage of mobile apps provided by each network 

 Create a plan 

  

Monitoring Your Social Media Stats 
 Try social media monitoring apps such as Crowdbooster 

 Which posts get the best engagement? 

 Which times of day get the best results? 

 Followers 

 Likes 

 Shares 

 Email Sign-ups 

 Amount of time spent on your profiles 

 Measure conversion rates for calls-to-action and sales 

 Focus on statistics that work with your goals 

 Set aside time to focus on analytics 

https://bufferapp.com/
http://crowdbooster.com/


Managing Social Media – Your Daily Action Plan 
 Make sure you have enough time for the sites you have signed up 

for 

 Decide how often you will post and schedule it 

 Make replying to customers your number one priority 

 Work daily actions into your schedule to get new followers 

 Set alerts to see what people are saying about you 

 Keep on the look out for new ways to engage your audience 

 Set a schedule and stick to it – but don’t be too inflexible 

 Set specific goals with dates and figures 

 Use the Content Planner and Editorial Calendar to plan and create 

content for the month ahead 

 


