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  Social Media Management Checklist

For Library of Things teams and volunteers
Managing social media for a Library of Things can be rewarding, creative, and impactful—but it can also feel like a lot, especially when time and resources are limited. You’re not just promoting a service; you are telling the story of sharing, sustainability, and community.
This checklist is a guide on what to look at on a daily, weekly and monthly basis to support building your social media profile, which plays a key role in building awareness and engagement with your Library of Things!

Daily Checklist
1. Check Notifications
· Respond promptly to messages, comments, and mentions (especially questions about borrowing items, opening hours, or memberships)
· Engage with your community by liking, commenting on, and sharing relevant posts from members, partners, or local organisations

2. Monitor Mentions
· Keep an eye out for mentions of your Library of Things, tagged photos, and community shout-outs. 
· Note recurring questions or themes that could inspire future posts or FAQ’s 

3. Post Updates on your LOT
· Schedule or publish engaging content (e.g. newly added items, popular tools, member stories, reminders, or sustainability tips)
· Top Tip -Aim for consistency rather than frequency—regular, manageable posting is better than burnout

4. Track Performance
· Check basic metrics such as likes, comments, shares, saves, and follower growth.
· Notice which types of posts resonate most (items, people, how-to tips, impact stats). 

5. Explore Trends
· Stay aware of relevant local events, seasonal needs, or sustainability conversations. 
· Where appropriate, connect trends back to sharing, repair, reuse, and community access

Weekly Checklist
1. Content Planning
· Review and update your content calendar with upcoming workshops, events, item launches, or closures.
· Plan a mix of content: items, people, impact, behind-the-scenes, and practical tips.

2. Engagement Review
· Look back at the week’s engagement to spot patterns or standout posts. 
· Respond to any lingering comments or messages and thank people who shared or tagged you. 

3. Inspiration & Learning 
· Follow other Libraries of Things, repair cafés, tool libraries, and community projects. 
· Save ideas or formats you could adapt to your own voice and capacity

4. Content Optimisation
· Tweak captions, hashtags, or visuals based on what’s working. 
· Try small experiments, like a short video of an item in use or a simple “Did you know?” post

5. Community Building
· Engage with local partners, councils, sustainability groups, and community champions. 
· Share or collaborate on content that strengthens your local sharing ecosystem.

Monthly Checklist
1. Performance Review
· Review overall performance for the month: what worked, what didn’t, and why
· Celebrate wins—big or small (funding, growth, enquiries, reach, or great conversations)

2. Audience Insights
· Look at who’s engaging with your content and what they respond to most
· Adjust content to better support members’ needs and interests

3. Goal Setting
· Set a few realistic goals for the next month (e.g. promote a specific item category, increase workshop sign-ups, highlight impact)
· Keep goals achievable for your time and team size

4. Content Audit
· Identify top-performing posts and consider reusing or reshaping them
· Retire content styles that consistently underperform or feel hard to maintain

5. Strategy Refinement
· Reflect on what feels sustainable for you or your team
· Adjust your approach to keep social media supportive, not stressful

Final Note
We hope this checklist makes social media feel doable. A few regular check-ins go a long way in building a friendly, welcoming space for your Library of Things community.
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