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Social Media 
Strategies

Identify: Identify the person or persons who 
will have primary responsibility for populating, 
maintaining and monitoring your site. Ensure 
they have the time and enthusiasm to devote 
to this project. List the team members.

Primary Goals: Are you trying to 

communicate a campaign, an event, or 
generally promote your company? Define your 
goal for your social media presence.

Measuring Success: Determine how you will 

measure the success, or lack of success, of 
your site. Increased traffic to your Web site? 
Better communication with prospective 
clients? A new network of colleagues? List how 
you plan to measure the site’s success, and the 
tools you’ll use to track that success.

Audiences: Identifying your audiences will 

help you tailor your content and also choose 
the right tool. List your primary audiences.

Current Conversation: This is when the 
listening begins. Survey the social media 
landscape for the “thought leaders” in your 
field. What are people already saying? What 
are people saying about you? Who is saying it? 
List the topics, people and sites that are 
leading the conversations that are relevant to 
you.

Content: Identify the content you have to 

share. Is it primarily news updates, research 
developments, or networking information? 
Photographs? Video? List the content you will 
be sharing via social media.

Evaluation:  Set a timeline for when you will 
conduct an evaluation of your site’s success, 
using the goals and measures identified 
above.  At that time, be prepared to realign 
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Social Media Handbook
Best Practices for a Successful Social Media Presence

Be respectful.

Anything you post in your role as an employee reflects on your company. Be 
professional and respectful at all times on your social media site. Do not engage in 
arguments or extensive debates with naysayers on your site.

Be transparent.

Make it clear that you are blogging / tweeting / Facebooking, etc. in your role as a 
staff member for your company. One of the great benefits of social media is that 
the individuals maintaining social media sites personalize large and complex 
companies. Use your own “voice.” Do not ghostwrite posts for supervisors.

Listen.

Being a consumer of social media is essential to your ability to be a successful 
producer of social media content. “Listen” to online conversations on your preferred 
tools – be they blogs, Twitter, Facebook or anything else – to maintain a clear and 
current understanding of what is relevant and of interest to the community.

Be active.

Social media presences require diligent care and feeding. If you do not have the 
time or resources to check in on these sites at least a few minutes each day, and to 
post fresh content several times a day, reconsider jumping in to social media at this 
time. Your site is only as interesting as your last post – if that post is several months old, 
visitors will consider it mothballed.

Be timely.

One of the great benefits of social media is the ability to share information almost 
instantly with a global audience. This timeliness is also one of the expectations of 
that audience. Be prepared to move quickly in response to new developments, 
announcements, or emergencies with relevant information on your site. A short 
amount of accurate information delivered at the time of need can sometimes be 
more valuable than a full report delivered well after the issue has passed.

Remember, everything you do online can and will live forever.

Think before you post, remembering that anything you share within social media, 
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Comment.

As a consumer as well as a producer of social media, offer comments on interesting 
posts and share the good work of others using your sites. Social media is not (only) 
about sharing your news and success, it’s about sharing information that is of interest 
to your readers and viewers.
When commenting as part of your job, be sure to indicate who you are and your 
affiliation with company.

Use good grammar.

Nothing will destroy your reputation as the “expert” in your field faster than using 
incorrect grammar, punctuation and capitalization.  Be sure to read and reread 
your posts prior to posting!

Accept and monitor comments.

A social media site without comments isn’t very social. Be prepared to accept and 
respond to comments.  Understand that not all comments will be positive, and 
respond to negative comments professionally and by providing any additional 
information that may help resolve the issue.  Remove any comments containing 
vulgar language, those that attack any one group or individual and those that are 
obviously spam.

Separate personal from professional.

Balancing your professional and personal social media presences can be tricky, 
particularly if you are an avid user in both arenas. Content that is appropriate and of 
interest to your personal friends is most likely not appropriate or of interest to your 
department’s “friends.” Keep these two presences as separate as possible by 
keeping content about your non-work life on your personal page.

Be a valued community member.

Don’t just talk about your company – share the best information you find from 
trusted sources within your community as well. This will increase the value of your site 
and also will ensure you are a valued member of the community and are not just 
tooting your own horn.
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Twitter 101 
What is a Tweet?

Posts (also known as a status updates) to Twitter are commonly called tweets to 
differentiate them from Facebook status updates or blog posts. Tweets are 140 characters 
max.  A "Tweet" can be used as a noun: "The tweet you sent about taxes was interesting. 
Thanks!"  "Tweet" can also be used as a verb: "Tweeting interesting links that followers 
would find helpful is a sure way to gain more followers."

Followers, Following, and Friends

The beauty of Twitter is you can craft your own Twitter sphere by choosing to follow certain 
people. Navigate to that user's Twitter homepage (e.g., http://twitter.com/thinktankninja), 
and click on the "Follow" button. You will now see that user's tweets when you're logged in 
to Twitter.

What is: @username?

To reply to or reference another Twitter user, put the @ symbol in front of their username.  
For example, our Twitter username is "ThinkTankNinja". If you wanted to send us a tweet (ie., 
post a tweet that we would see), put "@thinktankninja" somewhere in your tweet.  Twitter 
will automatically link the @username text to the user's Twitter home page.

RT or "Retweet"

To retweet means to post someone else's tweet and crediting them with it. The convention 
for retweeting is to put "RT @username" in front of the tweet you are retweeting. It's polite 
to leave the original tweet as unedited as possible, though it's acceptable to edit the 
tweet for length or clarity.

For example, if we posted this tweet:
Best Twitter apps for small business owners. http://bit.ly/JsC79

...and you found it interesting enough to share with your followers, you can retweet it like 
so:
RT @thinktankninja: Best Twitter apps for small business owners. http://bit.ly/JsC79

DM or "Direct Message"

These are private tweets that can only be seen by the recipient. You can only send direct 
messages to people who are following you, so you can't use DMs for spamming.
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Twitter Lists

Twitter users can organize others into groups, or “lists”. When you click to view a list, you'll 
see a stream of Tweets from all the users included in that group. This article will help you 
get started with some lists basics.

Note: you don't need to follow another user to add them to a list; if you want to read a 
user's Tweets but not see their messages in your main timeline every day, lists allow you to 
do that. Similarly, following someone else's list does not mean you follow all users in that list. 
Rather, you follow the list itself.

How to Create a List

To create a new list, follow these instructions:

1. Navigate to your Lists page. This can be done via the profile drop-down menu in the 
top navigation bar or by going to your Profile page and clicking the Lists tab.

2. Click Create list (pictured below).
3. Enter the name of your list (note: list names cannot exceed 25 characters, nor can 

they begin with a numerical character), a short description of the list, and whether 
you want the list to be private (only accessible to you) or public, meaning that 
anyone can subscribe to or follow the list.

4. Click Save list.

Adding or Removing People From Your Lists

You can add users to your lists from anywhere you see the person icon drop-down (looks 
like a shadowy figure) on someone's profile. This includes the following:

• People searches
• Profile pages
• Yours and other users followers and following lists

To add or remove users from your lists:

1. Click the person icon. This brings up a drop-down menu (see Image 1).
2. Select Add or remove from lists
3. A pop-up will appear displaying your created lists. Check the lists you would like to 

add the user to, or uncheck the lists you'd like to remove the user from (see Image 
2).

4. To check to see if the user you wanted to add was successfully included in that list, 
navigate to the Lists tab on your Profile page. Click the desired list, then click 
Members. The person will appear in the list of members.
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Twitter Lists (Con’t)

Checking Out Your Twitter Lists Stats

On your Lists page, clicking on Member of (pictured below) will bring up a page all about 
what lists you are on. Click it to see yours!

Viewing List Content

To view the stream of Tweets from any group of people in lists you follow or have created, 
follow these steps:

1. Go to your Profile page
2. Click the Lists tab on the left panel of the screen
3. Choose which list you'd like to view
4. Right away, you'll see a stream of Tweets from the users included in that list

Editing or Deleting Lists

To edit or delete a list, follow these steps:

1. Go to your Profile page
2. Click the Lists tab on the left panel of the screen
3. You will see lists you've created and other people's lists you follow
4. Select which list you'd like to edit or delete from the lists you've created. Click Edit to 

update your list credentials or click Delete to remove the list entirely.
5. You cannot add or remove people from your list on this page – you must do that 

from the profile pages of each individual you wish to add or delete. See above.

Subscribing to/Following Other People's Lists

Following a list is as simple as following any other Twitter user. Simply click on the Lists tab 
when viewing their profile, and select which list you'd like to subscribe to. From the list 
page, click Subscribe to follow the list.

You can also consequently remove yourself from a list by blocking the creator of the list.

Note: If the owner of a list that you're following includes a public user that you've blocked, 
you will still see the updates of the blocked user. This behavior is similar to visiting the profile 
page of a public user that you've blocked: you're still able to read their tweets.
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Useful Resources

1. TweetDeck www.tweetdeck.com
TweetDeck is a desktop Twitter management tool. It has features similar features to 
HootSuite in terms of creating columns to organize your Twitter activity as well as 
the ability to send longer messages using their Deck.ly service which creates a 
shortened URL that directs followers to the rest of your tweet beyond 140 
characters. 

2. Triberr www.triberr.com
Triberr is an invite only community that allows you to join “tribes” of like-minded 
bloggers in order to expand your reach on Twitter. Simply plug your RSS feed in and 
members of your tribe will tweet each new post. As a member, you can set yourself 
up to do automatic tweeting of other member’s posts or manual tweeting when 
you have reviewed and approved of the posts.

3. WeFollow www.wefollow.com
A Yellow Pages for Twitter.

4. Search.Twitter.com
Twitter’s version of Google search.

5. Monitter  www.monitter.com
As the name suggests, you can track three trending topics at once.

6. Twellowhood www.twellowhood.com
The TwellowHood is a local directory of Twitter users from the site Twellow. Twellow is 
a sort of yellow pages directory for Twitter, allowing you to search for Twitter users 
by topic or name. The TwellowHood is a reverse location look up for the greater 
Twellow directory that lets you drill down into your town or city and find local Twitter 
users.

7. Nearby Tweets  www.nearbytweets.com 
Nearby Tweets is essentially a fresh coat of paint on the local aspect of Twitter’s 
own search engine. The site automatically determines where you are, and loads up 
a list of recent tweets and Twitter users within a specific radius. You can change 
location, radius, and add keywords, and the results are a lot more visually 
appealing and easier to navigate than Twitter’s search engine.
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Use Your Power Wisely...

Questions?  Need Help?
A Ninja is just a phone call, tweet, or Facebook 
message away.

Contact us:
Phone:  618.288.0088

Web:  www.thinktankprm.com

Email:  info@thinktankprm.com

Twitter:  @ThinkTankNinja

Facebook: ThinkTankNinjas

 


