
SOCIAL MEDIA CONTENT CALENDAR CHEAT 
SHEET

1. Set Goals

• Action: Establish clear, measurable goals for your social media content.

o Examples: Increase engagement, drive website traffic, generate leads, 
grow followers.

o KPIs: Engagement rate, clicks, website visits, conversions.

• Tip: Align goals with overall marketing objectives and ensure they are 
communicated clearly to the team.

2. Brainstorm Ideas

• Action: Generate a pool of content ideas based on audience interests and 
trends.

o Brainstorming Tips: Use mind mapping, competitor research, or 
seasonal events.

o Content Types: Videos, polls, blog shares, product showcases, 
behind-the-scenes.

o Platform-Specific: Adjust ideas based on platform needs (e.g., 
Instagram stories vs. LinkedIn articles).

3. Develop Content

• Action: Create content that aligns with your goals and resonates with your 
audience.

o Process:

▪ Outline topics, formats, and posting times in a content calendar.

▪ Write or design the content: captions, visuals, videos, etc.

▪ Proofread for accuracy and clarity.

o Tip: Focus on value—informative, entertaining, or promotional.



4. Schedule Posts

• Action: Plan and schedule posts ahead of time to maintain consistency.

o Tools: Hootsuite, Buffer, Later.

o Frequency: Decide on posting frequency (e.g., daily, weekly, bi-
weekly).

o Optimization: Schedule posts for the best times based on audience 
insights.

• Tip: Double-check posts for accuracy before they go live and ensure content 
variety.

5. Monitor Performance

• Action: Track social media performance and adjust your strategy as needed.

o Metrics to Track: Engagement (likes, comments, shares), reach, click-
through rate (CTR), conversions.

o Tools: Google Analytics, platform-specific insights (e.g., Facebook 
Insights, Instagram Analytics).

o Tip: Identify high-performing posts and replicate their success.

6. Track Insights

• Action: Use analytics to inform and adjust your content strategy.

o Metrics to Focus On: Engagement, reach, impressions, follower 
growth.

o Adjust Based On: Content types, timing, audience preferences.

o Tools: Facebook Insights, Twitter Analytics, Instagram Insights.

o Tip: Use trends to experiment with new content ideas and refine your 
approach.



7. Review & Revise

• Action: Regularly review performance data and make necessary adjustments 
to your strategy.

o Questions to Ask:

▪ Are certain content types more engaging?

▪ What time of day gets the best engagement?

▪ Which platforms need more attention?

o Adjustments: Modify content, posting times, or targeting strategies.

o Tip: Continuously tweak your calendar based on performance data to 
improve results.

Quick Tips for Success:

• Consistency: Post regularly and at optimal times for your audience.

• Visuals Matter: Use high-quality visuals—videos, images, infographics—for 
better engagement.

• Test & Learn: Experiment with different content formats (e.g., polls, videos) 
and analyze results.

• Keep it Fresh: Regularly update your content calendar to include fresh ideas, 
trends, and seasonal content.

Content Calendar Template Example (use in your tool of choice, like Google 
Sheets, Excel, or scheduling software):

Date Platform
Content 
Type Topic/Message Visual/Link Hashtags Status

Dec 1 Instagram Image Post Holiday Sale Promo Image Link #HolidayDeals Scheduled

Dec 2 Twitter Poll Which product is best? N/A #PollTime Draft

Dec 3 LinkedIn Article
Tips for Marketing in 
2024 Article Link #MarketingTips Scheduled


