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CHAPTER I. 
INTRODUCTION



SOCIAL MEDIA 
IS SERIOUS BUSINESS

“Social media is word of mouth
marketing on steroids.” 

 LAURA RUBENSTEIN

It continues to amaze me how social media 
marketing — a concept that barely even existed in 
the early 2000s — has become an integral part of 
the overall strategy of virtually every business 
these days. There are many reasons why social 
media platforms grew to become such marketing 
juggernauts — a far cry from merely being the 
online friend-finding and photo-sharing portals 
they were originally created to be.

Through social media, businesses are able to 
engage directly with their customer base. Not 
only does this serve to strengthen the 
relationship between them, but this also allows 
them to improve their online visibility and
reach out to a much wider audience: the whole 
world.

Thus, even the busiest of entrepreneurs either 
find time to manage their own social media 
accounts or hire someone (or even a team) to do 
it for them, day in and day out.

Seriously, though, who would have thought that 
managing social media accounts for businesses 
would eventually become an entirely new career 
path in itself?

Are you a social media manager by heart? 
Hop over to our blog post and find out

C L I C K  H E R E
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http://digital-matchbox.com/become-successful-social-media-manager/


JON LOOMER
“ Getting the Like is easy. It’s a 

light action. Anything else 
requires trust . ”

Far from what other people may believe about 
social media management, it is certainly not just 
“getting paid to be on Facebook and Twitter all 
day.”

...Okay, maybe there’s a shred of truth to that. 
Point is, it’s really not as simple as it sounds.

Social media management requires 
concentration and multitasking abilities that are 
on par with those of a clown juggling six balls 
while riding a unicycle on a tightrope. That’s why 
social media tools — developed for the purpose 
of making social media tasks a lot easier to 
complete — are a godsend for many marketers. 

However, with the sheer number of social media 
management tools and software out in the market 
(plus the fact that a new one seems to pop up 
every couple of months or so), one has to ask: 

“Which of these social 
media tools do I really 
need?”

THE BUSY, BUSY LIFE 
OF A SOCIAL MEDIA 

MANAGER
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CHAPTER II. 
THE RIGHT TOOLS 

FOR THE JOB



BRIAN SOLIS

“Social Media is about Sociology 
and Psychology more than 

Technology.”

Of course, the only way to accurately answer that 
question is to outline the tasks that you need to 
accomplish and figure out which tools are best 
suited for completing each of them — and just like 
a handyman’s tools, some of these social media 
management tools are better suited for particular 
tasks than others. 

Below are the typical tasks a social media 
manager needs to accomplish, as well as the 
amount and nature of work they entail. After 
each item is a list of tools that would best help the 
social media marketer in achieving their desired 
results.

THE CRITICAL ROLES 
(AND ESSENTIAL TOOLS) 

OF A SOCIAL MEDIA 
MANAGER

1 CURATING CONTENT

 Simply put, content curation is the process of researching, collecting, organizing, and saving 
articles, blog posts, and other materials relevant to your brand, with the purpose of sharing them on 
your social media accounts.

Even though it’s important to create your own content (more on that in a bit!), it helps to share other 
people’s content, too. By the simple act of sharing valuable content with your audience, you position 
yourself as a trusted reference - you will attract followers who will share your posts, making it easier 

to eventually spread your own original content to a wider audience. Furthermore, curated content 
helps keep your social media accounts fresh and in sync with the rest of the online world; thus, it plays 
a critical role in staying visible and establishing a strong digital presence.

In fact, experts recommend applying the 80/20 rule (originally adapted from the economics concept 
called the Pareto Principle) when it comes to sharing content: 80% of your content should revolve 
around your customer - articles, infographics, or videos that address their problems and present 
information that is interesting or relevant to them - while only 20% should be about you and your 
brand, geared towards lead generation, sales, and the like.

Recommended Tools:

 Swayy (http://www.swayy.co/)
 
 Hootsuite (https://hootsuite.com/)
 
 Storify (https://storify.com/)
 
 Feedly (https://feedly.com/i/welcome)
 
 TweetDeck (https://tweetdeck.twitter.com/)
 
 BuzzSumo (http://buzzsumo.com/) 
 
 Pocket (https://getpocket.com/)
 
 ContentGems (https://contentgems.com/)
 
 PostPlanner (http://www.postplanner.com/)

Managing social media can be 
stressful, but it doesn't have to be! 
Check out my top tips on managing 

social media overwhelm

C L I C K  H E R E
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http://digital-matchbox.com/10-ways-stop-social-media-overwhelming/
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2 CREATING CONTENT

Content creation, on the other hand, involves writing blogs and articles, as well as various forms of 
copy, for your brand. Actually, you can also post content in the form of photos, videos, or podcasts - 
any format that could best serve as a vessel for the message you’d like to send your audience. 

Writing and sharing your original content will establish your reputation as a thought leader in your 
field. By sharing your thoughts, experiences, and ideas with your audience, you can provide valuable 
insights that can help your audience — YOUR insights. Soon enough, you’ll find that your views and 
ideas are bound to attract readers of similar values, beliefs, and interests… and prospective clients, 
too. (And we all know how priceless that is for any business!)

Besides, remember: Without any fresh content, you will have very few things to share - and thus 
offer very few reasons for your followers to keep subscribing to you or even remember you.

Recommended Tools:

 Camtasia (https://www.techsmith.com/camtasia.html)
 

 Evernote (https://evernote.com/)

 Google Calendar (https://www.google.com/calendar/)

 Wunderlist (https://www.wunderlist.com/)
 
 MindNode (http://mindnode.com/)
 
 GIMP (http://www.gimp.org/)
 
 Visually (http://visual.ly/)

Put your best foot forward when it 
comes to your social media content by 

keeping these 10 important tips in mind

C L I C K  H E R E
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http://digital-matchbox.com/10-social-media-and-copywriting-tips-grow-business-online-without-sounding-salesy/
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Besides, remember: Without any fresh content, you will have very few things to share - and thus 
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 Camtasia (https://www.techsmith.com/camtasia.html)
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3 KEEPING SOCIAL MEDIA PAGES UPDATED

Updating your social media pages plays a significant role in putting the “management” in social 
media management. It’s the social media manager’s job to make sure that the brand’s social media 
accounts are updated on a regular (ideally, daily) basis with appropriate content. 

Of course, this doesn’t mean that the manager has to manually update the accounts himself or 
herself - I think we can all agree that there are more efficient ways to spend one’s time than to stay 
up at night or watch the clock patiently until the clock shows the right time to click the submit 
button. 

That’s where tools that allow you to schedule posts in advance come in: to save you time and to 
ensure that you’ll be able to reach your fans, no matter which time zone they’re in. As a matter of 
fact, some tools even give suggestions on the best times to post during the day. 

Another useful feature of social media tools for this purpose would be the ability to post to multiple 
social media platforms with a single click of the mouse, without having to log into each individual 
account.

Recommended Tools:

 Buffer (https://buffer.com/)
 
 TweetDeck (https://tweetdeck.twitter.com/)

 If This Then That (https://ifttt.com/)

 SocialOomph (https://www.socialoomph.com/)

 Postling (https://www.crunchbase.com/organization/postling) 

 Hootsuite (https://hootsuite.com/)

 PostPlanner (http://www.postplanner.com/)

 SproutSocial (http://sproutsocial.com/)
 
 ViralTag (http://viraltag.com)
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4 ENGAGING WITH ONLINE FOLLOWERS 

The idea behind keeping the brand’s social media pages updated is twofold: to keep the brand 
relevant and active, and to drive engagement and facilitate interaction between the brand and its 
audience. Thus, the social media manager has to be able to respond to inquiries, recognize feedback, 
and address issues and complaints as promptly as possible. 

Some tools offer the option to send the social media manager a notification for every message, 
comment, or share on his or her managed accounts. Other tools, such as Klout, provide an overall 
engagement “score” that is used to assess and measure how successful your engagement efforts 
are.

Recommended Tools:
 
 Klout (http://www.klout.com/) 

 SocialFlow (http://www.socialflow.com/)
 
 MediaFunnel (http://mediafunnel.com/)
 
 TweetReach (https://tweetreach.com/)
 
 Kred (http://kred.com/) 
 
 Topsy (http://topsy.com/)

Another demanding (but definitely exciting) part of a social media manager’s calendar involves 
coming up with a solid social media strategy for the brand. After nailing down the specifics, the 
manager will also oversee the implementation of the strategy, working towards meeting the 
objectives he or she set and finding ways to adjust or improve the strategy if it isn’t delivering the 
expected results. 

The same goes for promotions and campaigns; in order for the manager to be able to accurately 
gauge if a campaign offers decent return of investment and isn’t a waste of time, he or she will 
monitor the campaign’s performance and compare how much has been already spent to the profit 
the campaign is generating.

Recommended Tools:
 
 Crowdbooster (http://crowdbooster.com/)
 
 uberVu (https://hootsuite.com/products/social-media-analytics/ubervu-via-hootsuite) 
 
 PeerIndex (http://www.peerindex.com/)

5 PLANNING AND IMPLEMENTING
 STRATEGIES AND CAMPAIGNS

 
 HowSociable (http://www.howsociable.com/) 
 
 Kapost (http://kapost.com)

Pick up a few tips to help you improve 
your social media engagement

C L I C K  H E R E
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http://digital-matchbox.com/11-tips-to-improve-your-social-media-engagement-right-now/
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6 KEEPING TRACK OF TRENDS

Being aware of popular topics and trending discussions on social media is part of the job, too. To stay 
relevant, to broaden the brand’s reach, and to make sure that the brand won’t be left behind by its 
competitors, it’s important for the manager to take a closer look at what’s generating buzz at the 
moment and what people are talking about. Examples are trending hashtags on Twitter and popular 
discussions on Facebook.

Some sites, such as Alexa, provide statistics on the most frequently-visited websites over a specified 
time frame; this information can be used to determine which topics are currently enjoying increased 
popularity among internet users.

Recommended Tools:
 
 Alexa Movers (http://www.alexa.com/site/ds/
 movers_shakers?lang=en)
 
 Technorati (http://technorati.com/)
 
 Gremln (https://www.gremln.com/) 
 
 Google Trends (http://www.google.com/trends/)
 
 Trendsmap (http://trendsmap.com/)
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7
MEASURING AND REPORTING 
SOCIAL MEDIA PERFORMANCE

This is the part where analytics and reporting come in. Different social media platforms may have 
different degrees of effectiveness for the brand when it comes to their marketing efforts. To 
measure this, the social media manager looks at the performance (e.g. clickthroughs, traffic, likes, 
shares, etc.) of each social media page. 

The information gathered by these tools is vital in determining which parts of your approach to 
social media marketing are providing big returns for your brand, as well as which parts aren’t as 
effective and may need a bit of tweaking or even a complete overhaul.

Recommended Tools:

Bitly (https://bitly.com/)

Spredfast (https://www.spredfast.com/)

SproutSocial (http://sproutsocial.com/)

SimplyMeasured (http://simplymeasured.com/)

Google Analytics (https://www.google.com/
 analytics/web/)

Cyfe (http://cyfe.com)

Iconosquare (http://iconosquare.com)

SumAll (http://sumall.com)

Quintly (http://quintly.com)

8
MONITORING BRAND-RELATED 
TOPICS AND CONVERSATIONS

The great thing about social media is that it essentially serves as a space where people are free to 
talk about anything and everything they want to. This, of course, includes your brand.

As a social media manager, you’ll certainly want to be aware of what your consumers and followers 
are saying about your brand. By observing and learning more about their opinions, you’ll be able to 
identify your brand’s strengths and pain points, as well as instigate and facilitate meaningful 
engagement with the online community.

Recommended Tools:

Social Mention (http://www.socialmention.com/)

Talkwalker Alerts (http://www.talkwalker.com/alerts/login)

Topsy (http://topsy.com/)

Addictomatic (http://addictomatic.com/)

SocialPointer (http://www.socialpointer.com/)

Google Alerts (http://www.google.com/alerts)

Mention (http://mention.com/)
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THE SOCIAL MEDIA MARKETING TOOL CHECKLIST

YES NO

Social media management involves quite an assortment of 
activities. Social media tools are a tremendous help in getting 
these tasks done efficiently. Here is a quick checklist to guide 
you through choosing the right tools for your social media 
management tasks. 

I . Curating content
 
       Categorizes content for easier reference
       Monitors feeds for trending topics 
       Saves relevant links
       Searches using keywords

II . Creating content

        Allows image editing
       Has SEO features
       Has word editor functionality

III . Keeping social media pages updated

       Allows integration with widely-used social media  
       platforms
       Allows scheduled posting
       Guarantees data safety and account security
       Includes mobile support
       Offers option to post update based on "best time to   
        post" report
       Posts on multiple social media platforms without 
       having to log on to each one

 IV . Engaging with online followers

       Allows switching between different profiles of the 
       same social network
       Includes mobile support
       Reports an overall “engagement score”
       Sends a notification for every comment, message, or  
       share
       Features a contact database for profile tagging and 
       easy reference
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THE SOCIAL MEDIA MARKETING TOOL CHECKLIST

V . Planning and implementing strategies and campaigns       

       Allows integration with widely-used social media 
       platforms
        Features real-time monitoring & updating
       Has powerful campaign analytics tools and 
       functionality
       Offers social media profile insights
       Tracks audience growth

      VI . Keeping track of trends

       Automatic reporting enabled
       Features real-time monitoring & updating
       Manages keyword groups
       Tracks keyword mentions in all possible types of social 
       media sources
       Uses advanced keyword filters

VII . Measuring and reporting social media performance

       Automatic reporting enabled
       Features real-time monitoring & updating
       Features sentiment analysis 
       Has powerful analytics tools and functionality
       Saves history of social media communications
       Saves geographical and demographic information
       Tracks audience growth

 

VIII . Monitoring brand-related topics and conversations

       Automatic reporting enabled
       Features real-time monitoring & updating
       Manages keyword groups
       Tracks keyword mentions in all possible types of social  
       media sources
       Uses advanced keyword filters

 

XI . General functionality and features

       Features customizable dashboards and reports
       Is easy to learn and master
       Offers technical support, even on weekends
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CHAPTER IV.
CONCLUSION



-MATTHEW KNELL,
ABOUT.COM

“ Which tools you use doesn’t 
matter if you don’t have the 

people trained to use & 
understand them.”

Finding the right social media tools for you is 
simply a matter of knowing what you need to 
accomplish and being familiar with what each 
tool available in the market is capable of doing for 
you. 

In the end, it’ll be all up to you to go with 
whichever tool works best for you, or, ideally, to 
find a specific tool that can address all your 
needs. The best way to go about this is to not 
settle for what other people say is good — you will 
definitely need to try these tools yourself and 
discover their special features and limitations.
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Give me shout on Twitter and tell me what you think, 
or talk to me to find out how we can work together 
in giving your brand’s social media marketing strategy 
a welcome boost.

http://www.twitter.com/Liz_Azyan

WHAT  IS THE BEST WAY TO ELIMINATE  OVERWHELM 
AND MANAGE YOUR SOCIAL MEDIA BETTER?

I'd like to invite you to a FREE mini online course 
on how you can use tools to manage your social 
media better.

- Get your FREE social media management mini course -

SIGN UP NOW

http://digital-matchbox.com/free-mini-video-course-smtools/
http://www.twitter.com/liz_azyan



