
Participants will gain hands-on experience in Social Media Marketing Assistant by completing instructed led exercises.
	Target Audience:
	This course is designed for participants who desire to gain the necessary skills to create, edit, format, customize, and print basic worksheets and workbooks using Microsoft Excel.

	Hands on Training:
	8 hours of hands-on Training

	Completion Results:
	Upon successful completion participants will be able to create basic, modify, format, and print a worksheet.  Perform basic calculations and customize worksheet and manage an Excel workbook

	Microsoft Exam:
	Prerequisite for MO-200 Microsoft Excel 


Social Media Marketing
For Administrative Assistant





Holt Computer Training
212-732-1774

Introduction to Social Media and Digital Marketing 
Overview of social media platforms and business use cases 
Role of social media in digital marketing strategies 
Overview of AI tools in social media marketing 
Lab: Platform exploration and account setup
Social Media Strategy and Audience Development
Setting marketing goals and objectives
Identifying and analyzing target audiences
Platform selection and content planning
Lab: Audience personas and strategy outline
Content Creation and Platform Best Practices
Visual and written content creation
Short-form video fundamentals
Platform-specific best practices
Lab: Content creation and posting exercises
Social Media Management and Scheduling
Content calendars and scheduling tools
Community management and engagement
Monitoring performance metrics
Lab: Scheduling posts and calendar development
Social media metrics and KPIs
Google Analytics 4 integration
Interpreting data and adjusting strategies
Lab: Analytics review and reporting
Social Media Advertising Fundamentals 
Paid social media overview
Campaign objectives and budgeting
Ad creation and performance basics
Lab: Boosted post and ad mock setup
SEO and Social Search Optimization
SEO fundamentals and keyword research
Social search optimization for platforms
Aligning content with search intent
Lab: Keyword plan and optimized posts
Microsoft Excel and PowerPoint for Social Media Reporting
Creating basic charts and graphs in Excel
Organizing social media data for reporting
Converting Canva presentations to PowerPoint
Enhancing slides for professional delivery
Lab: Report charts and presentation build
Microsoft Word for Marketing Communication
Business letters and marketing documents
Formatting and branding consistency
File management and document sharing
Lab: Marketing letter and document creation
Capstone Projects and Portfolio Development
Integrated SOCIAL MEDIA CAMPAIGN PROJECT
Reporting and presentation of results
Resume and portfolio review
Lab: Final project completion and submission

