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Introduction to Social Media Management
Quick reference guide for students, marketers, and small?business owners

1. What Is Social Media Management?

Element Description

Planning, creating, publishing, monitoring, and analyzing content across social
platforms to achieve business goals.

Definition

* Build brand awareness
* Drive traffic & leads
Core Goals _
» Foster community & loyalty

* Support customer service

Key Social Media Manager, Content Creator, Community Manager, Analyst, Paid?Media
Players Specialist

2. The Social Media Management Workflow

1. Strategy Development

o Define objectives (SMART).

o ldentify target audience personas.

o Choose platforms based on audience & content type.
o Set KPIs (reach, engagement, conversion, sentiment).

2. Content Planning

o Create an editorial calendar (weekly/monthly view).
o Map content themes to funnel stages (awareness ? consideration ? decision).
o Allocate content formats: text, image, video, carousel, stories, reels, live, polls.

3. Creation & Optimization

o Draft copy using brand voice guidelines.
o Design visuals (size & specs per platform).
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o Add SEO?friendly hashtags, alt?text, and calls?to?action.
4. Scheduling & Publishing

o Use a social media management tool (e.g., Buffer, Hootsuite, Sprout Social).
o Schedule for peak audience times (refer to platform analytics).
o Publish real?time when needed (events, news).

5. Community Management

o Monitor comments, mentions, DMs.
o Respond within brand?defined timeframes (e.g., ? 2?h for urgent queries).
o Escalate issues to support or PR as appropriate.

6. Analytics & Reporting

o Pull data: impressions, reach, clicks, engagement rate, follower growth, conversion
rate.

o Compare against benchmarks and goals.

o Generate weekly/monthly reports with insights & recommendations.

7. Optimization & Iteration

o A/B test headlines, visuals, posting times.
o Refine content mix based on performance.
o Update strategy quarterly or after major campaign results.

3. Essential Tools & Their Functions

Category Popular Tools Main Functions
Scheduling & Buffer, Hootsuite, Later, Sprout Calendar view, bulk upload, auto?posting,
Publishing Social best?time suggestions

Graphic Design Canva, Adobe Express, Figma Templates, brand kit, size presets

_ _ ) Brandwatch, Mention, Real?time keyword/hashtag tracking,
Social Listening . )
Talkwalker sentiment analysis
_ Sprout Social, Iconosquare, Detailed metrics, cohort analysis, custom
Analytics . o
native platform insights reports

Page 2 | Back to Ynet StudyHub


https://ynetstudyhub.com

Introduction to Social Media Management

Category Popular Tools Main Functions
. Task assignments, workflow approvals,
Collaboration Asana, Trello, Monday.com
content backlog
Paid Media Facebook Ads Manager, Google Campaign creation, budgeting, ROI
Management Ads, TikTok Ads tracking

4. Platform?Specific Basics

Best Posting

Platform Ideal Content Key Metrics
Frequency*
Mixed media, long?form ) Reach, Page Likes, Post
Facebook 1-2 times/day _
posts, events Engagement, Click?through
High?quality images,
Instagram gn+a Y g Feed: 1

reels, stories
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