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Congratulations on hiring a Social Media Manager! We’ve put together this simple guide to help 
you make the most of your time with your new virtual team member.
 
This document will help you understand how to get started with your social media manager, what 
work to give them and how to manage the project.

Your Current Situation

When hiring a social media manager, you are likely to be in one of two situations:

1. You have a clear social media marketing plan in place, you know exactly what marketing tasks
     need to be done, and you are simply looking to give instructions to your social media manager to
     carry out.

2. You don't have a clear social media marketing plan in place, you are looking for guidance on what
     your business should be doing social media channels, and you require help to execute your social
     media marketing activity.

In both cases, our social media managers can help. Whether you're simply out of time and resources 
to carry out your marketing activity and need an extra hand with your marketing to-do list, or you 
need some guidance, a plan and help to carry it out, our team can assist.

Depending on which situation you're currently, there are different ways to get started with your 
Social Media Manager.



Getting Started with
Your social media Manager

For any marketing activity to be successful, it requires a deep understanding of your business, 
market, customers, and competitors. Followed by a well-thought-out plan to meet your desired 
objectives.

Our process for getting started is as follows:

Speak to one of our client support team members to discuss your needs and sign up for 
your chosen number of hours.

2. 'First Phone Call' with your Social Media Manager

1. Sign up

When getting started with your social media manager, the journey will kick off with a 
call. This call is usually around an hour long. It will introduce you to your social media 
manager as well as a strategist.
 
On the call, your new social media manager will ask you a series of questions to 
understand all areas of your business, marketing goals and task requirements.
You will also discuss how you would like to use your hours and agree upon the first 
months' work.

3. Account Access & Account Planner Set Up

Your social media manager will send instructions on how you can add them to the 
necessary marketing channels and accounts. They will also set up an account planner, 
listing the tasks agreed upon in the first phone call along with dates of when you can 
expect each deliverable.

4. Start with the first month's activity

Your social media manager will then get started on the agreed-upon work.
They will either carry out tasks that you have briefed them on during the first phone 
call or use the first month to complete our recommended set up activities for creating 
a long-term social media marketing plan.



If you already have a clear social media marketing plan and just need some additional time and hands 
to execute it, you will be able to brief your social media manager on the specific tasks you would like 
them to carry out.
 
Examples of these tasks include: creating social media content, handling responses and community 
management, scheduling and posting on social channels.

NOTE: If you are briefing your social media manager on tasks to execute, try to clarify instructions 
and details around what they will be writing, posting, and preparing as much as possible.

If you don't have a clear social media marketing plan yet, your social media manager will be able to 
guide you through an audit, research and planning process to develop a social media marketing 
strategy best suited to your business. 

What We Recommend for the First Month

Our team of expert social media managers have worked with businesses from a wide range 
of different industries. As a result, and through helping hundreds of small businesses with 
their online marketing, we've figured out a process that works.

When getting started with your social media manager, we highly recommend starting with a 
research and planning phase over the first month.

During this phase, your social media manager can tackle any or all the following tasks:

· Website audit and Call-to-Action review (2 hours)
· Online presence and current traffic audit (4 hours)
· Social media audit (3 hours)
· Paid advertising audit (4 hours)
· Competitor research (3 hours)
· Conversion tracking set up (3-5 hours)
· Brand guidelines creation (4 hours)
· Social Media Marketing Strategy development (5 hours)
· Social media calendar (2-3 hours)

During that first phone call with your social media manager, you can discuss the items above 
and decide which of these will be beneficial to start with.

The First Month of Activity



Tools, Systems and Processes for Working
with Your social media Manager

After years of experience helping busy entrepreneurs with their marketing activity, we’ve developed 
excellent ways of working with your social media manager that are effective and convenient. 

Below are some of the tools, systems and processes your social media manager will make use of when 
managing your plan:

This is a Google Sheet set up by your Social Media Manager which will be used to 
manage your project. The account planner will list the work planned for the month at 
the start of every plan and will show deadline dates and progress of each tasks as the 
month progresses.

Time reports

Account planner

Since you have hired a Social Media Manager for a certain number of hours each 
month, your new team member will be tracking their time spent on your work 
carefully using a time tracking software. This provides total transparency in terms of 
where time has been spent and allows you to effectively manage the time available in 
your plan each month.

Every week, your Social Media Manager will keep you updated on how much time has 
been spent and how many hours are still available for remaining activity. 

Hours and billing

At the start of your plan and during the first phone call, your Social Media Manager will 
help you identify the best way to spend your available hours each month. 

In some months, you may have more work that needs to be completed or you might 
want to spend more time to market a specific promotion, meaning you require more 
hours than usual. If your hours are completed before the next billing cycle, you will be 
able to early renew or add on extra hours for that month.

Zoom calls and email

Communicating with your new virtual team member is most effective when done over 
video calls on Zoom. It is up to you how often you need to speak to your Social Media 
Manager, but we recommend a short, weekly Zoom video call to touch base on activity 
and share any feedback. Your Social Media Manager will also keep you updated 
weekly via email. 

We also recommend a longer monthly Zoom call to discuss the months results. 




