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MODULE 4: MANAGING
HIGH PROFILE CLIENTS



DISCLAIMER

THE CONTENTS OF THIS MANUAL REFLECT THE AUTHOR'S VIEWS
ACQUIRED THROUGH HIS EXPERIENCE ON THE TOPIC UNDER DISCUSSION.

THE AUTHOR OR PUBLISHER DISCLAIMS ANY PERSONAL LOSS OR
LIABILITY CAUSED BY THE UTILIZATION OF ANY INFORMATION PRESENTED
HEREIN. THE AUTHOR IS NOT ENGAGED IN RENDERING ANY LEGAL OR
PROFESSIONAL ADVICE. THE SERVICES OF A PROFESSIONAL PERSON ARE
RECOMMENDED IF LEGAL ADVICE OR ASSISTANCE IS NEEDED.

WHILE THE SOURCES MENTIONED HEREIN ARE ASSUMED TO BE
RELIABLE AT THE TIME OF WRITING, THE AUTHOR AND PUBLISHER, OR
THEIR AFFILIATES ARE NOT RESPONSIBLE FOR THEIR ACTIVITIES.

FROM TIME TO TIME, SOURCES MAY TERMINATE OR MOVE AND PRICES
MAY CHANGE WITHOUT NOTICE. SOURCES CAN ONLY BE CONFIRMED
RELIABLE AT THE TIME OF ORIGINAL PUBLICATION OF THIS MANUAL.

THIS MANUAL IS A GUIDE ONLY AND, AS SUCH, SHOULD BE
CONSIDERED SOLELY FOR BASIC INFORMATION. EARNINGS OR
PROFITS DERIVED FROM PARTICIPATING IN THE FOLLOWING PROGRAM
ARE ENTIRELY GENERATED BY THE AMBITIONS, MOTIVATION, DESIRES,
AND ABILITIES OF THE INDIVIDUAL READER.

NO PART OF THIS MANUAL MAY BE ALTERED, COPIED, OR DISTRIBUTED,
WITHOUT PRIOR WRITTEN PERMISSION OF THE AUTHOR OR PUBLISHER.
ALL PRODUCT NAMES, LOGOS, AND TRADEMARKS ARE PROPERTY OF
THEIR RESPECTIVE OWNERS WHO HAVE NOT NECESSARILY

ENDORSED, SPONSORED, OR APPROVED THIS PUBLICATION.

TEXT AND IMAGES AVAILABLE OVER THE INTERNET AND USED IN THIS
MANUAL MAY BE SUBJECT TO INTELLECTUAL RIGHTS AND MAY NOT BE
COPIED FROM THIS MANUAL.

COPYRIGHT © 2010 ALL RIGHTS RESERVED.
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Introduction

Once you have your clients and you’re setup with all of these Internet
marketing accounts, how do you balance it all? That’s the million-dollar

question.

In the beginning, you may not manage it well, you may find yourself staying

up late in the night, trying to keep up with everything.

And then you'll begin to realize this isn’t a sustainable way to run a business,

any business.

You need to learn the secrets right now of you to manage this workload in
such a way that you can be creative, energetic, and motivated each and

every day.

You want to live the life of your dreams, not complain about your work
because you’re not managing your campaigns well and you’re not getting

paid what you’re worth.



Doing It Yourself?

At first, when you only have one client, it's going to make the most sense to
try to manage your clients on your own. After all, you want to learn as much

as you can about marketing and hands-on training is the best way to do it.

This will also help your client trust you and your work as they see that you

are the one in charge of all of the details.

When you’re on your own, however, you might want to find ways and
systems to ensure that you are managing your work well and not setting

yourself up for burnout or for disorganization.

Here are some tips to ensure you are balancing everything well when you

don’t have help:

e Create spreadsheets
On a basic spreadsheet, you will want to keep track of all of your
passwords, accounts, as well as anything else you need to know. On
one page, have this information, then on the next page, have a list of
the links you have posted, where you posted them to, etc. And on
another page, create monthly charts of how many followers you have

day today.



e Use calendars
Yes, it's time to get organized when you’re working with a high level
client. You need to create a calendar system on which you can place
certain events and activities you want to promote, when you want to
start promoting them, etc. You might also want to keep track of
special dates (other celeb birthdays, for example) to ensure these

don’t get missed.

e Pre-write marketing messages
If you have taken advantage of a blog and you want to create small
tweets and links to post on sites, write these as soon as the articles
and other links are created. This way, all you have to do is to cut and

paste them into your accounts.

Having the weekly summary to send to your client each week will also help

you keep track of what you are doing and how you can do better each week.

Some social media managers also like to include a list of goals on this
weekly summary so they have a direction to take the following week, based

on what’s happened the previous week.



Outsourcing Your Work

If you're finding you can’t keep up with the pace of your social media

marketing campaigns, it's time to bring in help.

You can find a number of freelance writers who will be able to help you with

your work. Go to sites like these to find people to work for you:
e Guru.com
e Elance.com
e Freelancer.com
e oDesk.com
e ExquisiteWriting.com

Post a job description (leaving the name of your celebrity out of the ad) and
see if you can find people to take on some of the more menial tasks for you.
For example, you might create all of the links and the postings, but then

have freelancers actually post them for you.

When the freelancer has proven they can do this without issue, then assign
more and more tasks, freeing up more of your time to bring in new clients

and to make more money.



Just be certain, as you would have with the celebrity yourself, to have all of
your freelancers work as independent contractors so that they have to
handle their own taxes and insurance, at least until you can pay them for

these costs or have a payroll department.

Have the independent contractors sign a non-disclosure agreement that will

legally bind them to keep the identity of their employer a secret.

This will stand up in court should the freelancer decide to spill the stories at

a later time.

Here are some things to look for in a good freelancer:

Someone who is interested in celebrities.

Someone who has a social media presence.

Someone who is available and communicative.

Someone who is willing to learn.

The relationship between yourself and your freelancers can be an easy one

or it can be difficult.

It never hurts to have a trial period to see if you can work with someone

else or if you need to think about another situation.



You can also manage your co-workers via online systems like Basecamp

(37signals), Google calendars, and other scheduling systems.

You will be able to share tasks with the writers and then see their progress

without having to email constantly or pick up the phone.



Pricing Your Services

But what do you charge a celebrity for your services? If you're not sure
about this part, you're not alone. Many new social media managers under

price themselves as a result — and you don’t want to do that.

Ideally, you will price your services at an hourly rate. Some feel that $25 an
hour is reasonable to start out, but as the celebrity gets more popular and
the campaigns get more successful, it's not unreasonable to charge $100 an

hour.

Think about all of the tasks that you will be doing and list them out for the
celebrity, along with the estimated times per day you will do each one.

These tasks might include:

Communication

Emails, message boards, etc.

e Consulting

Direct communication with celebrity.

e Social media

Tweets, posts, link sharing, etc.

e Blogs

Creating blog posts, sending out links, responding to comments.

e Videos and Music

Creating the downloads, then uploading them to the sites.



e Reputation management
Watching for things that need to be controlled online, i.e. rumors,

fiascos, missteps, etc.

e Spam Management

Getting rid of spam messages and other spam content.

As you can see, there are a number of tasks you will do which can add up to
thousands of dollars, if not more, in wages for your celebrity. They are

getting a lot for the money they are paying.

Here are some ideas as to what you might charge:

e $250 for a consultation to see what the celebrity wants.

e $150 to setup the networks and $500 for management of one

network.

It makes sense to charge more if you have more networks to manage since
it will take more time and it will cause you to work harder to manage them

all at the same time.

It makes sense to create a tiered system:

e 1 network: Setup fee + monthly management fee.

e 2 - 3 networks: Setup fee + doubled fee for monthly management



The more networks you manage and the more updates the celebrity wants

on a daily basis, the more you should charge.

This will allow you to weed out people who aren’t able to pay the money,

and it will add value to your services since you do charge a premium rate.

Don't be surprised if you have only a few clients at first, slowly as your work
gets results, you will begin to see more networks being added to your daily

schedule.



Getting Paid!

To invoice clients, it's a good idea to establish this system right from the

start.

Paying via PayPal or check are the most popular ways to manage money,

but you might opt for another payment system if it works better for you.

You should setup a simple contract at the beginning of your services,
outlining what you will do, when you will do it, and when you expect to be

paid.

For example, you might state that you will be paid on the 1% of the month

for the previous month’s services.

It will be clear from the start that this is the arrangement. Have you and the

celebrity sign this, or a representative for the celebrity.

You will then have the document in hand should anything go wrong in the

future. You should have a copy and the celebrity should have a copy.

Now you know everything you need to know to get started working for the

stars!

Good luck, we wish you great success, and most importantly, have

fun with your new job.



