
HOW TO MANAGE
A BUSINESS FACEBOOK

Description - let people know what your page is in 155 characters 
Categories - these help people search for your page. Choose up to three categories 
Hours - having the correct trading hours on here is essential 
It's easier for people to find your page when it has a unique username which you can change in the - Create Page Username
Add a button. Every Facebook page has a prominent call-to-action button below the cover photo. It's the best opportunity to
get your page visitors to take an action - sending a message or learning more about your business 
You can further customise your page by choosing what you show on the left hand navigation by updating it in the Templates &
Tabs tab in settings. This means if you are posting great reviews & videos you could put this at the top of this list

In the settings tab, in page info, here are some tips to optimise your page: 

Profile photo - great for a logo or something that encapsulates your brand  i.e. Tourism Australia has a kangaroo
Cover photo - a great opportunity to deliver a visual element that supports your brand or draws attention.  This can be either a
video or image . Videos are great to show off your tourism product or an image can captivate your audience. 
Canva is a very helpful, free tool for Facebook cover photos 
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Maintain consistency and quality as you can plan out the week ahead 
Reach a wider audience as you can post outside of normal working hours 
Become more efficient as it gives you time to focus on other things instead of switching between 

You don't have to make your post 'live' when you create it. You can select a date and time in the future that you want it to appear.
This is great to: 

 
So how do you schedule a Facebook post? 
Step 1 - Create a post 
Step 2 - Select a schedule 
Step 3 - Select a date and time
Step 4 - Click schedule 
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