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Content and Blog Management
Blog Writing and Management:
e Regularly update the author’s blog with fresh, engaging content
related to their books, writing process, and industry trends.

¢ Respond to comments on the blog to foster reader engagement.

Newsletter Management
Newsletter Distribution:
e Send out regular newsletters to the author's mailing list.
¢ Include updates on book releases, upcoming events, behind-the-

scenes content, and special promotions.

Social Media Management
Content Creation and Posting:
e Create and schedule posts for Facebook, Twitter, TikTok, and YouTube.
e Develop engaging and relevant content tailored to the author’'s audience.
¢ Monitor and respond to comments and messages on all social media
platforms.
Social Media Graphics:
e Design visually appealing graphics for social media posts using tools like
Canva or Adobe Photoshop.
e Ensure all graphics adhere to brand guidelines and are optimized for each

platform.
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Book Promotion Services
Marketing and Promotions:

e Promoting books on social media and other channels.

e Coordinate with bloggers, influencers, and reviewers for beta readers.

e Organize online events such as live readings, Q&A sessions, and virtual book tours.
Event Coordination:

¢ Find and book venues for book signings and book festivals.

e Manage logistics for events, including travel arrangements, accommodations, and

event materials.(LIMITED)

e Promote events on social media and other channels to drive attendance.

Administrative Support
Email Management:
e Monitor and respond to emails, ensuring timely and professional cormmunication.
e Organize and prioritize incoming emails, flagging important messages for the author.
Phone Calls:
¢ Handle inquiries related to books, events, and other relevant topics.
¢ Booking and Scheduling:
e Manage the author's calendar, scheduling appointments, interviews, and events.
e Coordinate with event organizers, and others to arrange meetings.
General Administrative Tasks:
e Maintain organized records of contacts, schedules, and event details.
e Perform research tasks as needed, such as finding potential event venues or

marketing opportunities.



