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Social Media Engagement Checklist 

 

Print off this checklist and tick off each step as you go through the 

‘Captivate Customers: Crafting Compelling Conversations on Social Media’ 

guide on our Talk About Digital Podcast website. 

 

Getting Started: Understanding the Power of Social 

Media Engagement 

 

• ☐ Understand the Importance 

o ☐ Recognise why connecting with your audience matters 

 

• ☐ Gather Simple Tools 

o ☐ Create a social media account 

o ☐ Have a smartphone or computer ready 

o ☐ Set up a social media management tool (Hootsuite or 

Buffer) 

o ☐ Use basic design software (Canva) 

o ☐ Prepare a content calendar 

 

• ☐ Choose the Right Platform 

o ☐ Identify your target audience 

o ☐ Consider the type of content you’ll share 

o ☐ Start with one platform 

o ☐ Observe your competitors 

 

https://www.talkaboutdigital.co.uk/guide/social-media-engagement


 
 

 
Talk About Digital Podcast 

www.talkaboutdigital.co.uk 
 

Creating Your Voice: How to Talk to Your Customers 

 

• ☐ Find Your Brand’s Personality 

o ☐ Define your business values 

o ☐ Decide how you want your customers to feel 

o ☐ Understand your ideal customer 

 

• ☐ Follow Communication Do’s and Don’ts 

o ☐ Be authentic 

o ☐ Engage actively 

o ☐ Use simple language 

o ☐ Stay positive and encouraging 

o ☐ Listen to your audience 

o ☐ Avoid ignoring negative feedback 

o ☐ Don’t overwhelm with posts 

o ☐ Avoid being overly salesy 

o ☐ Tailor your messages 

o ☐ Ensure your voice is unique 

 

• ☐ Craft Resonating Messages 

o ☐ Know your audience’s interests 

o ☐ Tell stories 

o ☐ Use visuals 

o ☐ Ask questions 

o ☐ Keep it short and sweet 
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Starting the Conversation: How to Engage Your Audience 

from Day One 

 

• ☐ Introduce Your Business to New Followers 

o ☐ Create a welcoming bio 

o ☐ Pin a welcome post 

o ☐ Share your story 

o ☐ Highlight key products or services 

o ☐ Encourage first-time interaction 

 

• ☐ Ask the Right Questions 

o ☐ Make questions easy to answer 

o ☐ Be relevant 

o ☐ Encourage sharing 

o ☐ Use polls and quizzes 

o ☐ Follow up on responses 

 

• ☐ Respond to Comments and Messages with Confidence 

o ☐ Be prompt 

o ☐ Personalise responses 

o ☐ Stay positive 

o ☐ Encourage further interaction 

o ☐ Handle negative feedback gracefully 
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Building Relationships: Turning Followers into Loyal 

Customers 

 

• ☐ Maintain Consistent and Meaningful Engagement 

o ☐ Post regularly 

o ☐ Focus on quality over quantity 

o ☐ Engage beyond your posts 

o ☐ Be human 

o ☐ Monitor and respond promptly 

 

• ☐ Encourage User-Generated Content 

o ☐ Create shareable moments 

o ☐ Run contests and challenges 

o ☐ Feature your followers 

o ☐ Use a branded hashtag 

o ☐ Ask for reviews and testimonials 

 

• ☐ Celebrate Your Followers 

o ☐ Show genuine appreciation 

o ☐ Highlight milestones 

o ☐ Offer exclusive perks 

o ☐ Host giveaways 

o ☐ Respond personally 

 

Measuring Success: Understanding What Works and 

What Doesn’t 
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• ☐ Track Engagement with Simple Tools 

o ☐ Use built-in analytics 

o ☐ Set up Google Analytics 

o ☐ Use social media management tools 

o ☐ Consider manual tracking 

o ☐ Check hashtag performance 

 

• ☐ Adjust Your Approach Based on Feedback 

o ☐ Identify patterns 

o ☐ Listen to your audience 

o ☐ Experiment with content 

o ☐ Adapt to trends 

o ☐ Refine your tone 

 

• ☐ Celebrate Small Wins 

o ☐ Set achievable goals 

o ☐ Acknowledge growth 

o ☐ Share successes with your audience 

o ☐ Reward yourself and your team 

o ☐ Reflect on your progress 

 

Staying Active: How to Keep the Conversation Going 

 

• ☐ Create a Simple Content Calendar 
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o ☐ Choose your platform 

o ☐ Determine your posting frequency 

o ☐ Plan your content themes 

o ☐ Fill in your calendar 

o ☐ Schedule your posts 

 

• ☐ Deal with Negative Feedback Positively 

o ☐ Stay calm and professional 

o ☐ Acknowledge the issue 

o ☐ Offer a solution 

o ☐ Learn from the feedback 

o ☐ Respond publicly, resolve privately 

 

• ☐ Stay Relevant as You Grow 

o ☐ Keep up with trends 

o ☐ Engage with new audiences 

o ☐ Evaluate content performance 

o ☐ Expand your content offerings 

o ☐ Seek continuous feedback 

 

By using this checklist and following the related guide on the TAD website 

you will understand how to engage with your audience on social media in 

a way that will help you to build your positive brand awareness and 

generate new customers. Those customers that you ‘want’ to do business 

with. 
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If you found this checklist and guide helpful, subscribe to the Talk About 

Digital Podcast (available on our website and all major podcasting 

platforms) and give it a listen as we share even more actionable value in 

the form of the ‘TAD Takeaway’. 


