
Facebook 
Administration 

Secrets
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Add or delete 
Page Administrators
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Set public 
posting 

permissions

Set 
profanity 
blocklist
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“Use Facebook as” allows 
you to switch from your 

personal identity to that of 
the Pages your are 

authorized to Administer

Change your identity!

4Wednesday, April 24, 13



Facebook will then confirm the identity 
you have selected to post under
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Facebook now 
allows you to 
schedule posts 

within the 
Status Update 

box.

Just click 
the clock icon 
and add year, 

month, day 
and time.
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The Admin 
panel is the 
doorway to 
Facebook 
Insights

Click on the 
Insights box
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It will then 
expand to show 

you metrics:

-Total Likes
-When you posted
-People talking about this
-Weekly total reach & 
trend

You can also see 
your reach and 
engagement for 
each separate 
post
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Getting Likes
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Post great 
content that 

your followers 
will share
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Photos and video 
get the most Likes 

and Shares
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So...how do you 
write right?
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Keep posts simple 
and short, with 

one topic per post
and 1
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Pretend like you’re 
writing for just 

one person
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Create urgency by 
putting a deadline 
in your headline 

where appropriate
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List-based posts 
are some of the 
most clickable
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“5 dumbest things drivers do in a 
highway construction zone” 

“4 smart habits that could save you 
from an emergency room visit” 

“3 things you need to know to keep 
your family safe at the beach” 
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Draw upon commmon frustrations 
and experiences. 

“Don’t you hate it when you have to wait in a long 
line at DMV? Use our easy on-line payment system 

and avoid the crowd!” [LINK]
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Write like it’s a 
conversation and 
show the human 

side

“We hate potholes too - thanks for letting us know! 
-Laura/Road Dept”

19Wednesday, April 24, 13



Include a link for 
more information

-Web site
-Video
-Photo
-PDF
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Improve the Effectiveness 
of Your Tweets!

(Info from AllTwitter.com)
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Social networking 
doesn’t move at the 
speed of bureaucracy!

You need to be engaged 
to react, repost, and 
respond just like others 
are doing in the social 
media space

The TSA and Lady Gaga
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Posting Social Media 
Updates/Dealing With 

Comments
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Don’t delete negative comments - it 
will aggravate the commenter or take 

the conversation somewhere you don’t 
want it to go!
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Keep it Cool - don’t take it personally! 
Check your head before reacting by 

communicating the issue to 
colleagues and leadership for input
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Don’t delay long. A slow response can 
damage your credibility.
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Respond to each complaint in the 
public stream (unless it involves 
confidential medical information)
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You set the tone in the general nature 
of your posts
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Consider another avenue for 
complaints by giving your customers 

options to reach you
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Keep your eyes open to monitor your 
online reputation! Google Alerts, 

Facebook Insights, etc.
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