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Introduction

Whether you're new to social media management or looking to streamline your existing 

processes, this guide provides a structured approach to organizing your daily, weekly, and 

monthly tasks.


The checklist is organized by frequency to help you prioritize your workload and ensure no 

crucial tasks slip through the cracks. Feel free to customize these lists based on your 

organization's specific needs, platforms, and goals.

How to Use This Guide

 Start by reviewing all sections to understand the full scope of responsibilitie

 Customize the checklist by adding or removing tasks based on your specific need

 Use it as a daily reference to track your progres

 Consider setting up recurring calendar reminders for weekly and monthly task

 Share with team members to maintain consistency when handling coverage

Daily Tasks

Content Management & Engagement

□ Review and respond to all comments, messages, and mentions across platforms (2-3 times daily)


□ Monitor brand hashtags and relevant keywords


□ Schedule and publish planned content according to content calendar


□ Create and share time-sensitive content (news, trends, real-time events)


□ Cross-promote content across appropriate platforms


□ Save and organize user-generated content for future use

Community Management

□ Address customer service inquiries


□ Engage with follower content (likes, comments, shares)


□ Monitor and moderate community discussions


□ Flag urgent issues for appropriate team members
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Analytics & Monitoring

□ Track daily performance metrics


□ Monitor trending topics and relevant conversations


□ Check competitors' activities


□ Document any significant spikes or dips in engagement

Weekly Tasks

Content Planning

□ Review and adjust upcoming content calendar


□ Create and batch content for the following week


□ Source and edit images/videos


□ Review and repurpose top-performing content


□ Update content library with new assets


□ Coordinate with team members for upcoming campaigns

Analytics & Reporting

□ Generate weekly performance reports


□ Analyze engagement metrics across platforms


□ Track growth and audience demographics


□ Review hashtag performance


□ Document successful posts and areas for improvement

Community Building

□ Identify and engage with industry influencers


□ Participate in relevant Twitter chats or industry discussions


□ Research and join new community groups


□ Plan community engagement activities
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Monthly Tasks

Strategy & Planning

□ Review and update social media strategy


□ Set goals for the upcoming month


□ Plan content themes and campaigns


□ Update content calendar with upcoming events and holidays


□ Review and adjust posting schedule based on analytics

Analytics & Reporting

□ Generate comprehensive monthly reports


□ Compare performance against previous months


□ Analyze ROI of paid campaigns


□ Review audience growth and engagement trends


□ Present key findings to stakeholders

Platform Management

□ Audit social media profiles for consistency


□ Update platform bios and links as needed


□ Review and update saved responses


□ Clean up archived content


□ Update social media policy documents


□ Review and update crisis management protocols

Team Coordination

□ Schedule team meetings to review performance


□ Update team on strategy changes


□ Review and delegate upcoming campaigns


□ Plan content creation assignments


□ Update access and security protocols
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Tips for Success

Best Practices

 Use a social media management tool to streamline task

 Create templates for recurring content type

 Maintain an organized filing system for asset

 Document processes for team consistenc

 Keep a backup of all published content

Time Management

 Block specific times for engagement activitie

 Batch similar tasks togethe

 Use scheduling tools effectivel

 Plan buffer time for unexpected issue

 Set realistic deadlines for content creation

Quality Control

 Double-check all scheduled conten

 Verify links before publishin

 Review image/video qualit

 Proofread all cop

 Ensure brand voice consistenc

 Check for platform-specific optimization

Remember to regularly review and update this checklist based on your organization's evolving needs 

and platform changes. Use it as a living document that grows with your social media strategy

Take your social media to the next level with quso.ai 

Create AI videos, leverage AI influencers, and generate 

engaging content - all in one place.

Sign Up Today!
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