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DEFINITIONS AND EXPLANATIONS 

Objective 

The social media report exists to help us move from opinion and conjecture toward analytics and metrics. Since 
everyone uses social media, everyone thinks they know how it works. But it is the data that tells a truer story. By 
analyzing the metrics from social media outlets we can develop a sense of user interactions that are less subjective 
to personal interpretation. Yes, these data and the way in which they are compiled change over time - this makes 
the analysis a little “fungible” - nonetheless, it remains our best approach to understanding how our message/
information/marketing is being received. And it also provides our best indicators for Return on Investment (ROI).  

Audience 

Reports may very well be crafted for different stakeholders depending on the organization. Is the report going to 
the CEO, a Vice-President of a particularly subdivision, or a specific group with specific responsibilities? Depending 
on the audience, the report will need to be crafted uniquely and should serve the recipients. The specific content 
of the report will vary depending on who it is going to, and what informational needs they might have. 

Content 

Social media reports can include varying information - specifically depending on platforms used, stakeholders 
represented, and constituencies served. However, every social media report will address both strengths and 
weaknesses of social media content, and will also demonstrate ROI for social media campaigns. Another 
important element is how all of this ties into the organizational web presence; however web traffic analytics are 
typically presented as a separate report. You will sometimes see all of this information combined however, so it 
varies by organization and situation.  

Metrics 
There are a number of social media metrics that you will frequently see repeated throughout the literature or 
reflected as part of any discourse on this topic. This beginning vocabulary will come in handy as you attempt to 
draft reports: 

• Impressions - people that saw your content 
• Engagement - clicks, retweets, comments, likes, etc. 
• Audience - followers broken down by descriptors: age, gender, interests, location, etc. 
• Brand - product or representation of an organization; typically more than just the “thing” but the perception as 

well. The concept of brand is about associating the product with a feeling for the organization.  
But you should be aware that there are many other metrics used, with much greater specificity, depending on the 
social media campaign and the platforms used. If you work in the field you will need to expand this vocabulary.  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SOCIAL MEDIA REPORT TEMPLATE 

Executive Summary 

Begin your report with the most important information and conclusions right here, in a bulleted easy-to-read 
format. Assume that the reader is only reading this section. Give them the must have take-aways in a concise 
manner. Write this up as a final step, after you’ve generated the entire report. 

Goals and Objectives 
Identify here the primary goals for the social media presence. Each platform may have a separate set of objectives 
(you are likely trying to achieve different outcomes from Facebook, Twitter, and Instagram for instance). Even 
though you can replicate content and put it on every platform, that doesn’t necessarily mean you should. Consider 
(and state here) what you are specifically trying to do with each social media tool. 

Constituencies 
In this section, you should relate and describe in detail the constituencies your social media campaign is trying to 
reach. Often this is more than one core demographic - so be sure to carefully explain and describe each. You 
should also note here how the objectives above relate to each individual constituency. 

Metrics 

Carefully lay out the most relevant metrics in this section. Depending on platforms and content, you may have 
numerous metrics to discuss; however, be sure to include specific commentary regarding the following: 

• Branding 
• Audience 
• Impressions 
• Engagement 

Make sure as well to illustrate and reinforce this section with analytics data from relevant platforms and tools. 
Identify the salient numbers, describe what these data are telling you, then include a visual representation also.  

Conclusions  
Use this section to identify the primary conclusions and make specific suggestions for correcting failures and 
making improvements going forward. Include examples of revised or updated content here as well (a revision 
example for a previous tweet, an image example for a new approach to Instagram, etc.). Identify also any 
suggested or anticipated changes to the social media campaign(s).
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