Social Media Role:
What you need:
· Internet savvy

· Secure broadband (no unsecured wifi networks as you will be dealing with sensitive materials and potentially large files)

· Have-a-go attitude
· Good English grammar and proofreading skills

· Creative writing skills 

· Enthusiasm for learning new things!

· Must have Microsoft Outlook
Bonuses would be:

· Dreamweaver experience

· 1 Shopping Cart experience

· Aweber experience

· HTML coding skills (basic)
· Knowledge of Twitter tools like Hootsuite and SocialOomph

What it involves:

· Blogging –cutting and pasting into Wordpress, adding keywords, categories and checking links.  Some writing new articles.  

· Twitter – scheduling campaigns and monitoring response.  Use of SocialOomph, Hootsuite, Twitalyzer.  Conversion of Twitter followers to prospects.

· Newsletters – using Constant Contact, Aweber and custom designs.  Scheduling on-going campaigns.   Follow up campaigns. 
· SEO – researching keywords, checking Google analytics, refreshing content 

· Working on Virtually Sorted marketing, Society of Virtual Assistants communications, and client work. 

The Test:

1. Email info@virtuallysorted.com with title “SOCIAL MEDIA ROLE” and request the access codes for our test site.  

2. Create a blog post on any subject you like.  You can copy and paste some blurb from this if you like!

3. Include a picture at the top right of the article.

4. Link to www.virtuallysorted.com somewhere in the main text.  Remember to set this up so it opens in a new window.

5. Include a video link underneath the main text – can be any video
6. Publish it for a week from today at 1:35 pm.
7. Write 5 x tweets to promote the blog post.
8. Send info@virtuallysorted.com the shortlink to tell us you’ve finished.

