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Introduction


This workbook has been developed so that you are able to collect and present evidence that demonstrates your knowledge and skills in relation to the promotion of products and services through social media.

There are different sections that make up this workbook in order to make sure you are able to complete all of the tasks necessary, but you will be provided with support as you move along by your Assessor.

Further learning materials and support is available through your studying membership of the Institute of Enterprise and Entrepreneurs. If you haven’t yet received your login, please speak to your Assessor who will be happy to sort this out for you.

This unit contains five learning outcomes and will support you to be able to:

· Know the benefits of using social media to conduct market research
· Know the benefits and risks of promoting a product or service through social media
· Know how social media applications are used
· Create a social networking profile for a product or service
· Use a social network to communicate with others to promote a product or service

The evidence within this workbook will be assessed by,

Assessor Name: 

and will be quality assured by,

Internal Quality Assurer Name: Copyright © 2022 SFEDI Enterprises Ltd    

All rights reserved. This book or any portion thereof may not be reproduced or used in any manner whatsoever without the express written permission of the publisher (address below).    

Approved SFEDI Awards centres and learners undertaking a SFEDI Awards qualification may photocopy this document free of charge and/or include a PDF version on its intranet where it is only done so for the purposes of the approved delivery of this qualification.    

SFEDI Enterprises Ltd t/a SFEDI Awards  
19 Victoria Rd
Darlington
DL1 5SF
www.sfedigroup.com    

Every effort has been made to ensure that the information contained in this publication is true and accurate at the time of publication. However, SFEDI Enterprises t/a SFEDI Awards strives to continually develop and improve our qualifications and, as such, there may be occasions where changes are required. SFEDI Enterprises t/a SFEDI Awards does not accept liability for any loss or damage arising from the use of the information contained within this publication.
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Your Assessor will support you to plan how best to demonstrate your knowledge and skills which may be through the completion of the activities within this workbook or may include additional tasks best suited to you.

If any additional tasks are to be completed these will be listed in the table below with target dates for which you should try your best to complete each task listed.


	Task
	Target Date
	Re-planned Target Date

	Completion of the activities included within this workbook
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



By signing below, you agree to completing the work as detailed above and working with your Assessor to achieve this by the deadlines indicated.



Learner Name: 

Signature: 

Date: 



Assessor Name: 

Signature: 

Date: 
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Activity One

Nowadays most of us are using social media. Whether you are watching memes, updating your timeline, or maintaining your CV on your LinkedIn profile, spending time on social media has become part of our day to day lives. One of the most efficient and effective uses for social media is for marketing purposes. Using the many social media platforms that are available, for marketing purposes, can help you decide what to sell, and help you reach your future audience.

In this workbook, we will be talking all about social media, marketing, promotional material and market research.

Before we go into using social media for any specific purpose, we need to look at what social media platforms are available and the features they all have.

Twitter, Facebook, Instagram, and LinkedIn are amongst the most popular social media channels, for businesspeople and casual users. With millions of accounts, pages and posts, these social media channels are a great way to engage with new and returning customers.

Let's look at just a few examples of how these channels could be used by your business.

Twitter:

Twitter is a social media channel that uses a combination of text and images in their version of a post, called a tweet. Sending a tweet is a short and catchy way to engage your audience. With a cap on the amount of text you can share, this social media channel is for those who have short messages to get out to their customers or audience. This channel also works as a great way to share the latest news. Whilst this may be tricky to do, you must capture an audience’s attention in 280 characters or less. This is a great channel to quickly spread the word about something. Because tweets are usually short, it is a great way to build up a steady following of people that are interested in your content. Each Twitter account will have a follower list and following list. When you follow someone, you will receive updates on their posts. You will be able to see who this account is following, send them private messages and mention them in tweets in an easier way. If someone follows you, they will receive updates on your content. Likewise, they will see who you follow, be able to send you private messages and be able to mention you in their tweets. An individual can follow a page, person or group and instantly see what they are posting. Alternatively, you may want to use the ‘Explore’ tab which will let you see what is trending and what content you may specifically enjoy.

· Tweets: Tweets allow you to spread your information with your followers in an accessible way. Tweets allow you to send out a public post that is capped to 280 characters. You can attach images, videos and GIFs. You can schedule your posts, so you can set up a string of content in advance. Twitter, like other social media platforms, runs on Hashtags. Hashtags are like categories. By using one, you will see your tweet among other people who are tweeting about the same thing.

· Direct Messages: Working in a more direct approach, Direct Messages are a more targeted way to advertise your goods or services to those who may be most interested in it. This method of advertising can produce more fruitful results, but you need to make sure the people receiving the messages want to receive them. If you target people who may not want to read the information, you may end up wasting time. This means you may end up wasting money.

· Gif Posting: Gifs are moving images, taken from videos or TV shows. Twitter allows you to attach a gif to your post. These can be used to emphasise what you are trying to say, be a visual reaction to a post or present a bit of fun and an informal persona on your feed.

· Twitter Ads: Twitter ads is Twitter's own advertising function. This allows you to promote your posts and boost that post's attention. This function does require payment, but if you are thinking of using a paid advertising platform, Twitter may be beneficial to you.

· Twitter analytics: Twitter analytics is a way to see how people are interacting with your content. You will be able to see how many people have seen your tweets. You will also be able to see how many people have interacted with your posts, and in what way.

· Fleets: A fleet is a disappearing tweet. After 24 hours, a fleet no longer shows on your profile. This may be useful for those posts that are time limited or are maybe not as closely connected to your brand. These work like Instagram stories and Facebook stories.

Instagram:

Instagram is a visual social media channel used by companies to build a strong brand and share images of their products, services and behind the scenes. This social media channel is great for reaching those who engage with images rather than text. Instagram does give you a caption box, but the focus is really on the image.

This social media platform allows you to focus more on building up an image for your company or business so it could be useful to focus on this in the initial stages of your startup.

· Posts: Instagram posts are a great way to capture your audience's attention by using visual tools and eye catching graphics. The image in the post should be specific and have a main focus, and your caption should be too. Your caption is just as valuable, if not more so, as your image. An image without a good caption is just an image.

· Stories: Stories provide a brief segment of information. This content disappears after 24 hours. Its main use is to share information that your audience needs to know immediately, or provide a personal touch that may not be appropriate or fit in with your main feed. Stories are a great way to make your business more approachable and interactive. You can ask questions, allow others to ask your company questions and post more lively content to your stories.

· Highlights: Highlights are a collection of stories. Highlights are a useful way to keep your stories, if they are particularly useful or important. The highlights don't disappear and you're able to put them into categories. This way your audience can find all of the relevant content that may apply to them, in one easy to find place.

· Private Messages: Private message is a function within Instagram that allows you to directly, and privately, reach out to people and send them information. Private message allows you to specifically target people that you want to share content with. Whether it is a link to a website, a friendly hello or making that new important connection, a direct message could be a good way to spread the news about your business to specific people.

Facebook:

Facebook is a social media platform for distributing news to friends and family. This platform operates more like a discussion page, where people post statuses and people react and comment on them. To see someone's content, you will likely have to be friends with them.

This platform relies on both parties agreeing to talk. Someone sends a friend request and the other person accepts or declines this request. If accepted, both individuals will be able to see each other's content, as well as photos, friends lists and their about me sections.

· Posts: Facebook posts are a rather difficult thing to define. They are content that can be as long or as short as you want. They can feature images, they can be purely text based. You can hashtag and mention people or places to link up to them. Posts can be a good way to share information in an accessible form.

· Messages: Facebook messenger works in a similar way to Instagram private message, in that you can choose who to send messages to and what you want to share with them. Messenger is actually a separate app, but the app uses your Facebook friends and data to suggest who to message. This is a great way to share information with specific people. The reach for Facebook messenger is slightly restricted, because it runs off Facebook, which requires you to be friends with people. But if you have a relationship in which you can send them private messages, this shouldn't be an issue.

· Facebook Live: Facebook live is a streaming feature that Facebook hosts. This allows you to ‘go live’ and show your friends and family what you are doing right now. With the feature allowing your audience to chat back to you, this is a great way to start an instant chat whilst also providing the live visual element. In terms of business use, this feature may be useful for the unveiling of a product, for a quick Q&A (Question and Answer) session or if you need to instantly get feedback on or share news about something.

LinkedIn:

Similar to Facebook, but wearing a business suit, LinkedIn is a networking channel for professionals. This platform provides business people and companies a space to share industry news, updates about their company and advertise to like minded people, targeting professionals specifically. This provides B2B contact, which means business to business. LinkedIn isn’t a place to share what you had for your lunch or where you're off to on your honeymoon, LinkedIn is a place made for business. LinkedIn works primarily with posts. There is an option to send direct messages, but similarly to the other networks, this only works with people who have consented to receiving messages and have expressed an interest in your business.

Similarly to the other platforms, you are able to post updates, send direct messages and connect with people around the world.

Your Online Identity

It is important that when you set up your social media network, you consider your online identity. If you are using your social media profile for your business, you may have a different tone of voice, and post different content, compared to someone using the profile to update their relatives with what they’re doing on holiday.

Your online identity will also fit within your branding ideas. For example, if your logo features bright green writing and it's all bold, then you may use bright green in any photos you upload. Perhaps you will make keywords bold. You may sell dog clothes on your own website, so your Instagram may have photos of Paw prints on the beach, to tease the new product launch.

Before you jump into the world of social media, take a minute and think about its purpose. This will help you set up your online identity and allow your audience to identify you, from the beginning. So set up an online identity. Choose your tone of voice. Choose the type of language you are going to use. Choose your main social media platform. Is your content going to be casual, or is it going to be very formal? Are you going to use your Twitter for the informal content and your LinkedIn for the more formal pieces of writing? There is a lot to think of, but when you work your way through all of the possibilities, you will come out of the other end with a clear identity and using social media will hopefully be a lot easier.


	1A Please identify the commonly used social media platforms and websites.

	Social Media Platform
	How would it be used?
	What kind of products/services could you promote on this platform?

	
	
	

	
	
	

	
	
	






	1B Describe what is meant by an online identity.

	





Activity Two


You will then need to think about how you use your online identity. Most people set up a social media account in order to interact with other people, find like-minded individuals and to talk to people. By doing this, you form, or join, a social network. Social Networking is a great tool to interact with new people, attract potential new customers and spread the word about what your business is doing.

The unique benefit of social media for small businesses is that it allows you to talk directly to your customers and followers. You can build relationships over time, which may later become sales and future referrals. More than half of internet users use social networks to research brands. Part of that discovery is getting to know who you are as a brand and what you stand for. When people engage with your organic content or ads, it’s a great idea to engage back. This helps to build trust and form a loyal following. As fans share and like your content, you gain new, free, exposure. The cycle continues and you will continue to reach new people to engage with. Nurturing relationships can also help you build a loyal community that will lead to ongoing sales over time. Getting new customers is great, but don’t downplay the value of keeping customers, too.

The sheer number of social media marketing options for small businesses might seem overwhelming—but you don’t need to do it all. It’s more important to create quality content on a couple of key channels than it is to have a presence on every single network. Above all, be sure that your social posts offer value. If all you do is pitch and sell, there’s very little motivation for people to follow you. Remember, social marketing is about building relationships.

Be human. Be honest. Post great content. This is important, and you can’t fake it.

You can’t do it all, and there’s no reason to try. Reach out to your audience in the places where they’re already spending time online. Focus on using one or two social channels really well, at least to start. Once you’ve got those mastered, you can build from what you’ve learned and expand your efforts.

	We now know social networks are really useful areas of the internet. Please describe how you can access your chosen social networks (including any devices/tools that might make it easier e.g. Hootsuite.)

	





Activity Three

You need to think about your online identity from the moment you start creating your account. From the moment you click create your account will be live, and you want the first impression to be a good one! Here are some steps to create an account, while considering your online identity.

Use Your Business Name for the Social Profile

When you craft your social media page, you should use your business name as the name of the page. While this might seem like common sense, there are many businesses that will create a different profile page for various products, hoping to gain likes and followers for that specific product. They end up hoping to get likes on several different product profiles, but customers just aren't that keen on following hundreds of different pages for just one business. Knowing this, always make sure you create one page for your business and utilise only your business's name for the page name. This will help create a central location for your followers and allow you to promote more than just one product on the page.

Choose a Memorable Username

Choose a username that reflects your business, but is also memorable for clients. This can help you gather more followers and likes if you give your profile username out, and it can also help clients remember what your page is called. You may even find they are more willing to mention your business in a comment if they can remember the username easily. Most businesses simply choose their own name for this, but if you can't do that or have to limit the amount of characters in the username, find something that works perfectly.

Keep the Same Username Across All Platforms

When you create your username, it is a good idea to check its availability on all platforms you plan on using. You will most likely start out on Facebook, Twitter, and LinkedIn.
However, you should think about other sites you might want to use in the future and claim your username before it gets taken. A few other sites to consider using are, Pinterest, Instagram, TikTok, and YouTube. Decide if these platforms are for you, and go ahead and claim your username. You can always make the profile private until you are ready to publish it. If you can't keep your username the same across all platforms, try to make them as similar to each other as possible.

Have a different Password for all platforms

One thing you don’t want to keep the same is your Password. You want to create a secure password, usually containing numbers, special characters and a mixture of upper and lower case letters. If your password is the same for all of your social media accounts, you are leaving yourself vulnerable to hackers. So making your password memorable but different each time is the best way to keep your account safe.

If your password for every platform is puppy24, your information won't be very secure. Try not to pick a name, place or team name. Anything that is easily identifiable will be an unsafe option. You should try passwords like HS*nfy:7SBF>AHGNASF. Something completely random. You can always use a password manager to remember your passwords for you.
Google, Norton and various other providers allow you to store your passwords with them. They will remember your password, so you don't have to, and try to make the process as safe as possible. A password manager will also notify you if your password has been guessed by anyone, if your password has appeared in any leaked information or if someone has tried accessing your account. Each password manager will offer you different services, but finding the right password manager for you can save you a lot of stress in future.

Always Use a Profile Image

You don't want to be a faceless Twitter egg, do you? Then upload a profile image on all of your social profiles. This is a great way to help clients find your social sites quickly and easily while also making sure people know your site isn't a spam site.

Now you might be wondering if you should use a photograph of your face for your various profiles or a brand logo. This depends on the business you are running. If your business is more of a personal one such as a musician or motivational speaker, then you can use an image of yourself or of a person people will connect with. However, it is usually a good idea to brand your profile photograph and use a company logo or design for other businesses. You don't need to put your company name into the image, however. Just come up with a clever design!

When Available, Use Those Cover Images

The majority of social media sites are making way for cover photos now, which helps add a great flair to your site. Many businesses just opt for a stock photo, which can always work, but branding your photos is a great idea. Again, you can use a company logo or you might be able to use your company's name in the design, but try to find images that are more spacious and aren't very busy with type. Get together with a graphic artist to come up with a great image! This will help make all of your social profiles look complete, and professional.

Add Your Link to the Profile Page

Don't miss out on the opportunity to use your website link on your profile page. The great thing about most of the major social media platforms out there is that they provide you with the ability to put your link in a prominent place on the profile. This makes it easier for followers to click the link and head to your site. However, don't just use it in the designated slot on the profile page; use it several times by posting various links to blogs and products or services when you post updates. This will help promote more clicks to your site, giving your audience the ability to read more from your company and directing them to specific locations, encouraging them to purchase items from you.

Write a Professional Bio on All Social Sites

A bio is an important part of any social site, whether you can write a lengthy one or one with a character limit such as Twitter. Some great ideas on how to write a professional bio include:

· Show people what you have accomplished instead of telling people about yourself.
· Make sure your keywords are specific to your audience.
· Avoid using overused words in your bio, and craft something that is fresh while also professional.
· Always answer a question for the reader to encourage them to follow your social page.
· Consider hiring a funny person to write a line or two at the end of the bio or add a personal touch yourself. This can help encourage people to follow the site.
· Make sure you look over your bio regularly and make changes as needed. A fresh bio is a great idea, just like having fresh web content is. Keep things new for your readers!

Link to Your Other Social Media Platforms.

When you create a new social profile, let people know and link to the other social site. This will also work if you have one site that doesn't have very many followers. For example, if you have several followers on Facebook and only a handful of followers on Twitter, then make an update on Facebook encouraging people to follow your Twitter account. Include links within your profile, if possible, to other social channels or regularly promote the different channels. You should definitely do this if you have just started up an Instagram or Pinterest profile to get people to follow quickly.

Stay Consistent With All of Your Information.

A great tip that many social media experts give is to keep all of your information consistent across all platforms. Consistent information and branding across different platforms creates a very professional look and feel, especially if it is consistent with your website as well. This can create a sense of familiarity with your followers and can even bring in new customers. On that note, you should also always make sure your content and information is up-to-date. Yes, it can be time-consuming to keep your profile current, but it is a great idea!

	Now it is time to put this into practice. For this activity you will need to show that you can set up your social networking accounts, so you will need to supply screenshots of you creating social media accounts to your assessor. You should include screenshots of you: creating a username, a password and securing your account with appropriate privacy settings.

	





Activity Four

Your business social media page is going to interact with the internet in a very different way, compared to your personal account. You probably won't be sharing videos of cats on your business profile, unless it fits your branding. You won’t be talking to people using internet slang, strong language, bringing up extreme political views or discussing challenging topics. This is all on top of illegal activity like abuse, cyber bullying, prejudice and discrimination.

Behaving in an ethical manner through your social media and content isn’t difficult. You just need to follow these four principles of ethical practices for content marketing.

Respect Everyone’s Privacy

If the past few years have taught us anything, it’s that taking privacy seriously is a vital part of ensuring your brand, whether personal or corporate, is trustworthy. On the whole, we are more connected and willing to share more information than ever before. Ransom attacks on businesses in 2021 have risen 400% compared to 2019. Intrusive data harvesting is increasingly a part of behind-the-scenes data collection. Remember the Cambridge Analytica breach involving Facebook, personal data, and US election advertising?

One way you can ensure you’re respecting everyone’s privacy is to adhere to an up-to-date privacy policy that is GDPR compliant.

Be Transparent

Advertorial, branded content, sponsored content, or native advertising? If something’s an ad, the ethical thing to do is to acknowledge it’s an ad. Social media and other platforms publish these forms of content alongside their editorial content.

If you are leaving a review and received a free product or the book, acknowledge that in your review. Choose opportunities for advertorials or native advertising with publishers who help readers see the difference between your ad and their editorial content. The more open you are, the more trustworthy you become in your readers’ and followers’ eyes.

Check and Report the Facts

While many people laughed at the idea of “alternative facts” regarding the Trump inauguration, fact-checking is important. If you’re reporting statistics, cite them within the context of the original study. As Mark Twain said, “Facts are stubborn things, but statistics are pliable.” Ethical writers avoid skewing stats by presenting the facts and numbers or statistics as transparently as possible.

Reporting truthfully goes a long way toward combating “false news” and building your band’s image up as trustworthy.

Remember, if something seems too good to be true (or too odd to be true), don’t share it. Instead, use one of the many reputable online fact-checkers. It only takes a few minutes to see if it is true or a hoax. The upside is that you’ll also avoid being called out by someone who knows the facts and accuses you of spreading false information.

Be Considerate of Others

Everything we write as content producers is intended to influence your audience. Some of your content will be shared. Your content may drive someone to make a purchase. Other people may hire you because they like your content. As an ethical marketer, your goal should be to help every website visitor believe you are a professional. That means being aware of your choice of language and images and how they may impact viewers. What may seem normal to you may be perceived as derogatory or stereotyping by others.

You will also need to make sure that you are following each platform's list of guidelines. What one platform allows, another may ban. And if you get your account shut down because you posted an angry rant, you have wasted all of that time and effort. So before your first post, make sure you are staying focused, engaging appropriately and are only posting content that is legal and follows the platform's guidelines. Example guidelines for Facebook and Twitter can be found here: 

https://www.facebook.com/help/212826392083694/

https://help.twitter.com/en/rules-and-policies/twitter-rules 

	Think about how you will use social media to promote your business.  What are the key guidelines and ethical considerations you must adhere to for your selected platform(s)? 

	






Activity Five

You now know what platforms are out there, how to create an online identity and how to post ethical and legal content onto the platforms. The next question, you have to ask yourself, is how are you going to use your social media from this point onwards? One of the most popular uses for social media is for promotion.

Many companies use social media to promote products and services they have for sale / hire. It is one of the best, most effective free tools you have access to when starting up a business, or selling a new product. By using your social media to advertise, you are spreading information among thousands if not millions of people. Many of whom may be interested in buying your products.

How do you use social media to promote your products or services? Well there are a few ways you can use social media for this.

We will first talk about the free tools you can use on your social media platforms to promote your goods and/or services.

The most basic and initial step you have to take when setting up your social media platform is to actually set up the account. Properly. Fill in the about me section, write a great engaging bio. What is it the company does? What do you sell? Do you have a mission? Are you a green company? Let all of your followers know what you are about, what you sell and how you are going to interact with them in your about me section.

Upload a logo to your page. If you can, make this your profile photo. This way, everyone who looks through the comments section of posts you have commented on, will see your logo.
This is a great, quick and free way to get your name out there.

Post full posts about your items, services or just how you are developing your business. If you move into an office, take a photo and let everyone know. If you are working on selling a new item and you are trying it out, take a video of you using it, or a photo to tease the release. You can post all kinds of content onto your social media profiles, and they could help translate into sales.

Using Social Media Templates

How your social posts look communicate something to your audience about you or your brand. So it all has to be spot on. One tool that can make all this posting that much easier is to use templates to boost your social media presence. Here’s how you do it.

Developing an identity on social media can be hard. You might put up a mix of images that show your message or brand, but do they consistently communicate what you are about? That’s where a social media template can come in hand.

Whether you create it yourself or download a ready-made template, a social media template can set a visual style for posts. A template can help you stick to a font or color palette in images and for card-style posts. It can help you establish a feel – such as a color overlay on an image or most loved filter – that users connect with your channels and brand.

A template can also help you connect the visual elements from your website or product packaging to social media so that everything you do, and everything you communicate, is visually represented in the same way. Users will associate that visual style to similar channels and help you grow a connection with that following.

A visual social media style can include anything from colors and fonts to whether you speak with emojis (in the text or images), design frames or divots or even how (or if) you place a brand logo or mark on posts.

One of the best things about social media templates is that they can help you work fast. One of the biggest complaints designers, freelancers and small business owners all have in common is that they often “waste” too much time on social media.

There’s a lot of strategy and planning that goes into well-organized posting, but a template can ensure that you always have the tools you need to pop in an image or animation and a few words or just create a great image that you can share in just a few minutes.

While there are a lot of tools out there to help you do just this, using a template will ensure that you’re comfortable with putting your content together quickly and that you are maintaining that consistent visual style that’s unique to your social media brand.

Do you ever get frustrated by all the different size and shape specifications for social media posting? Not only does each channel have shape and size requirements that differ from each other, but Facebook alone has different specifications for a profile photo, cover image, event cover image, image post or video.

An up-to-date template includes size specifications so that you can just plug your images or video and text into the proper locations, save and post.

You won’t have to spend extra time Googling the latest specifications or creating something only to think it fits and then see it is out of whack on one device or another later. A good template designer has already taken this into consideration so there’s no guesswork for you.

Just use the template to design your social media image and move on with other tasks.

While posting to social media is an important part of your overall messaging strategy, it doesn’t have to be an overwhelming chore. A great set of templates can actually help make this an easier part of your overall plan.

Look for a template that matches your visual style and that you can customize with ease. It’s also important to find a template that works with software you are comfortable using.

Social media templates are available for free or paid for. Just google ‘Social Media Templates’.

	5A Supply screenshots of a social media template and how you have used it for one of your products/services.

	




Engaging With Customers

You can interact with your audience on social media, which can be a great way to deliver casual, but top level, customer service and also advertise your business. By giving your audience that personal customer service, they may be more likely to buy from you in the future. And if someone notices how you treat your customers, they may be drawn in to following your site. By noticing that you are personable and not a robotic corporation, they may be more likely to choose you over your competition. You can also secretly advertise your company without knowing it. Interacting with an audience, be it yours or someone else's, is still getting your company name out there. So using Twitter or Instagram to attract attention and raise sales is a brilliant idea. But to get those sales you will have to give great customer service.

Some customers may also choose to leave comments on your posts, ask you questions or may start discussions on your social media posts. This is a great time to interact, answer questions or get involved in those discussions as a business.

Social media is perfect for sharing news. You can share news on your latest products, your new employees or your next venture. You can also choose whether to share the news internally or externally. Some social media channels, like Facebook or LinkedIn could be useful for sharing internal news updates. Allowing your employees to comment on these posts could boost morale. With a group discussion going, you would be able to nurture a positive working environment and this would hopefully make your workplace more efficient. All of this content will also populate your profile, making you appear busy and also giving your customers something to engage with.

Social media is also a good way to ask your customers to leave a review. Whether it is an official Facebook review, an informal comment left on Twitter or some photos uploaded to Instagram with people's thoughts, this is where your customers start working for you… for free.
A customer review is a really useful way of building up a reputation, and this could increase your sales. If a customer can see that someone else enjoyed your product or services, they are more likely to purchase it themselves. A customer review speaks louder than your own advertising, so getting those reviews from customers is really important. And what better way to show this off than on your public social media profiles.

And one of the final ways to use social media to promote your products or services is to have fun. Your business may be very professional, but applying a bit of personality to your brand is a really important step in allowing your customers to connect with you. If your audience feels alienated or put off by your formal nature, you could be missing out on all of those vital sales. It also allows you to shape your brand in whatever way you think is appropriate. Sometimes it wouldn’t fit, to have a long speech about the nature of your site. Posting a funny bloopers image, or an informal chat on your Instagram live would be a great way to outline your business or raise some informal news with your audience.

Now this probably all sounds easy, fun and you can't wait to start using your social media platform to promote your goods and services, but you have to consider the risks too!

One of the first things you have to do before you start regularly uploading content is make sure you have a neutral or good reputation. If you have a bad reputation, or develop one, it is very hard to change. As long as you don't have a bad reputation, you’re good to go. Are you going to be posting photos of your products? You need to be ready for one of two things.

Firstly, you may be showing your competition what you're selling, at what price and who wants to buy it. This company may then poach (or steal) your customers and sell them the same product cheaper and quicker than you do. This is a brutal thing to do, but it does happen. So just be prepared, if you are posting content, try to keep somethings hidden. In the post, ask your customers to get in touch and tell them about prices, features etc all in a private message. That way you are getting some engagement and you are also keeping your competition in the dark.

The second thing that might happen is a customer may write a negative comment about the product or service. Be prepared to defend yourself in a professional manner. You don’t want to escalate the situation to an online brawl, but you also don’t want your customers reading a bad review and turning to another company. As long as you deliver great customer service, your product or service is top quality and it does the job, then you should be fine. But we all know some people are never happy, so just be prepared to defend your products or services and you should be fine.

Another risk of using social media for promotion is losing track of time. You may put so much time into the advertising of your products that you forget to actually sell the items. I know this sounds extreme, but it can happen. Especially if you are running the business yourself and are responsible for a lot of areas of the business. Losing track of time is an easy thing to do. There is such a thing as spending too much time on your social media marketing, so make sure you keep on top of your time management and balance your responsibilities. You don’t want to sacrifice customer service or quick sales for a tiktok challenge that is unrelated to your business.

On the note of time, social media can be really time consuming. It can take hours to go through messages and emails, it can take a whole day to plan your social media strategy and it can take another day to schedule some content. So make sure you are only spending time on content that matters. Don’t try to cover all of your bases and if you think an idea is a bit iffy, take a break, think about it and then make a decision. It is worse to fall down a rabbit hole of ideas that lead nowhere, than taking a break.

	5B Now you know all about the opportunities and risks of using social media, please describe some of the ways you will use social media to promote your goods and services and describe the risks and benefits to using social media in this way.

	Social media activity
	Risks and benefits of this activity

	
	Risks

	
	Benefits

	
	Risks

	
	Benefits

	
	Risks

	
	Benefits




Activity 6

Another use for social media is Market Research. By using your social media analytics, you can see who is engaging with your content and, in some cases, who is skipping past it. This can help inform your decision on which platforms to use and which ones you may want to avoid. Platforms like Instagram, Facebook and Twitter allow you to see how many people interact with your content, how many scroll past and how many interact with it. This information can inform your future use of these platforms. You may choose to use targeted advertisements, or ads, based on this information.

By using targeted ads, you can choose who you want to target and also narrow your adverts down to age, gender, location and interests. You may need to advertise your dog grooming business. So you can choose to advertise it to people interested in dogs, pet welfare and dog competitions. You can choose a certain age range and gender demographic and then you will target those who will be most likely to actually interact with your business.

By using your social media profiles as a market research platform, you will be able to identify your target audience, identify products your audience would like to buy and potentially tap into new audiences. But how do we do this? The foundation of social media is content.
Posts, Statuses, Photos, Videos, Reels or articles. Without content, the platform fails.

To put the whole process in simple terms, when a user posts content, other users will view it. The user will be able to see who is viewing their content and which content is the most popular. If you are clever with the way you post content, you could find out what products your audience are looking for, based on using your analytics. It is important that you don’t just fill your social media with random photos with no caption or description.. Post interactive, fun, engaging content that gets your community talking. If you post content that gets your audience talking, you won't have to ask them about products they want to see, later down the line. So get them talking, create natural conversations and get your social media platform full of engaging content.

How do you know if an item is something your audience wants to buy?

Say for example, you post a photo of a plant pot. You use the #Plant #PlantPot #Gardening. You’re using all of the free tools available to you to get the most from your image. This photo gets 10 views and one like across all of your social media platforms. This would tell you that your audience may not be looking for plant pots. The views will be coming from the hashtags, but maybe people aren’t searching for plant pots at the moment. The next photo you post is of a painting. You use all the relevant hashtags, you post at the perfect time of day and you set up your image in the best way possible, with the best lighting. This photo gets thousands of likes, you have a few messages asking where the painting is from and your post gets shared across platforms. This would indicate that your audience is looking for the painting, or decorative items.

By showing different items that you may be interested in selling, showcasing the items features and making your audience more aware of these items, you are building up some traction. Eventually this traction will turn into hits and those hits will turn into sales. But you have to find out what you want to sell, and more importantly, what your audience wants to buy. You may be really interested in setting up a business that sells plant pots, but if your audience isn't interested in plant pots, then your first couple of months are going to be really quiet. If you have found that your audience wants to buy paintings, why not sell decorated pots, paint your own pots, plant pots based on art works etc.

Post a photo of these items, see if the photos gain a lot of attention. If they do, you know that you are on to a winner. If the items don't get a lot of attention, you may need to put more time into the marketing or find a new item to sell.
Of course you can sell any item you want to sell (while being legal etc) but having that market research is really useful and can help you decide what you are going to actively market, and what will be a passive sale.

	In your own words, describe how you will use social media to conduct market research and the benefits of researching the market in this way.

	





Activity 7

So you have decided what you are selling. You know all about posting informal interactive content onto your social media and you know how to get your community talking. Now it’s time to actually post some content.

	Please supply screenshots of you:

	Following / adding people on your social networking platforms






Posting digital media content to advertise a product (i.e. an image, video, etc.)






Creating a group to share content about your products or services






Posting a comment promoting your product or service






Sending a message where you promote your product or services











Activity 8

Being active online, and using social media for promotion, is a great tool for your business, but it is important to stay safe while you are online. Being aware of scams and potential weaknesses in your security is one way to remain safe online.

Scams seem to be circulating more so these days than ever before. Many websites have adverts that contain viruses, newsletter sign ups that promise big rewards and even bots commenting on your social media channels.

The first thing you can do is download antivirus software. There are some free options available out there, and many laptops or PC’s will have some already downloaded onto them. This will scan websites before you click on them and will make you aware if the site is safe or if it is untrusted. If it is safe, click away. If it is not safe, you should probably find another option.

Be aware of any post that promises a large free benefit, for signing up to their newsletter. This usually is a way to access your details for marketing or distribution.

Don’t click adverts on other websites. If you find something you are interested in, then use your search engine to find that site, let your antivirus search the site for bugs, viruses or any other malware and if it is safe then use that site link. Advertisements usually track where you have come from and where you are going to, so you want to minimise clicking adverts as much as possible. The more times you are tracked, the less safe your connection is.

If you get malware or viruses on your laptop or internet connection, you could end up leaking personal information about you, your customers or your business. This could land you in legal issues and should be avoided! So if something sounds too good to be true, it's free if you sign up or perhaps you've been shown an advert for something. Think twice and check if it is a scam first!

	What are some common online scams and how can you protect yourself against them?


	Scam type/description
	How to avoid/protect yourself

	
	





Activity Mapping


Now you have completed the activities to demonstrate your knowledge and skills it is time for your Assessor to map your work against the standards listed below.

By doing this they will be making sure that the work you have provided by completing the activities meets the requirements for you to gain your certificate.

Your Assessor will provide you with feedback on how you have done and whether any more work may be required.

	Assessment Criterion – The Learner can:
	Activity Number or Reference Number of Additional Activities:
	Assessor Signed Off (✓/✗):

	Describe how social media can be used to conduct market research for a product or service
	
6
	

	Describe the benefits of using social media for conducting market research for a product or service
	
6
	

	Describe how social media is used to promote products or services
	
5B
	

	Describe the benefits of using social media to promote a product or service
	
5B
	

	Describe the risks of using social networks to promote a product or service
	
5B
	

	Identify common social networking sites
	
1A
	

	Describe what is meant by an online identity
	
1B
	

	Describe ways in which social networks can be accessed
	
2
	

	Identify the guidelines and ethical considerations concerning the use of social networks
	
4
	

	Use a social media application template to create a profile for a product or service
	
5A
	

	Choose secure passwords for social media accounts
	
3
	

	Assessment Criterion – The Learner can:
	Activity Number or Reference Number of Additional Activities:
	Assessor Signed Off (✓/✗):

	Set appropriate privacy levels for social media accounts
	
3
	

	Upload digital media content to a social media site to promote a product or service
	
7
	

	Add contacts to a social media profile
	7
	

	Demonstrate how to recognise and avoid common online scams
	8
	

	Send messages to others using social media to promote a product or service
	7
	

	Create a group in a social media site to share product or service information
	7
	

	Post comments to a social network to promote a product or service
	7
	





Assessor Feedback


	



Authenticity Declarations



Learner Declaration

By signing this declaration, you agree that the evidence provided within this workbook has been produced by you and meets the requirements of being authentic, sufficient, valid and current to the standards required.



Learner Signature:

Date:



Assessor Declaration

By signing this declaration, you agree that you have assessed all of the evidence produced within this workbook and have ensured that the work is that of the learner. You are also declaring that during the learning process you have ensured that the evidence is authentic, sufficient, valid and current to the standards required.



Assessor Signature: 

Date: 



IQA Signature (if applicable): 

Date: 



Additional Evidence Forms



Use these additional forms in order to record additional evidence for the activities within this workbook where additional space is required.

Ensure that each piece of evidence entered on these forms is clearly labelled with the corresponding activity number.
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