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 About Us: 
 Outsource Access is a comprehensive “business process outsourcing” and virtual assistant firm with over 500
 employees in the Philippines serving businesses in 70 industries. But what are we really?  Our Clients tell us we are   
 their “Growth Partner” helping them redefine how they scale.  We are proud to have won 6 national and global    
 awards for our commitment to quality and impacting the lives of our staff including recent ranking of #326 on the   
 Inc 5000 for 2023.

 We do a customized discovery session with each Client and offer support in every business function including We do a customized discovery session with each Client and offer support in every business function including
 operations, marketing, bookkeeping, sales, HR, admin and executive support. Our staff are all full time and
 managed employees who are committed to your success with our signature talent and matching, onboarding and   
 detailed OA Playbook process to capture and document every task we execute.  We will be your full turn-key,
 affordable answer to scale and growth.

   Want to Take Next Steps? Scan the QR code and see a short video tour of our
   company and process with links to book a complimentary discovery call at:
      OutsourceAccess.com/process
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Task |Crafting Engaging 
Client Blog and Social 
Media Posts
Description of the Task: This task involves 
writing compelling and targeted content for 
client blogs and social media platforms. It's 
crucial for building brand awareness, 
engaging the audience, and driving traffic to 
client websites, ultimately supporting 
advertising goals and campaigns.

1. Conduct thorough research on the assigned topics to 
gather relevant information, statistics, and insights that will 
enrich the content.

2. Create an outline for each blog post/social media 
post, organizing key points and structuring the content 
flow to ensure coherence and readability.

3. Begin drafting the content based on the outlined 3. Begin drafting the content based on the outlined 
structure, ensuring that the writing style aligns with the 
client's brand voice and tone preferences.

4. Craft attention-grabbing headlines that are catchy, 
relevant, and optimized for search engines (for blog 
posts).

5. Incorporate relevant keywords naturally into the 5. Incorporate relevant keywords naturally into the 
content to improve search engine visibility and attract 
organic traffic (for blog posts).

6. Carefully proofread and edit the drafted content to 
eliminate errors in grammar, punctuation, spelling, and 
ensure overall clarity and consistency.

7. Submit the drafted content to the client for review and 
incorporate any feedback or revisions requested by the 
client.

8. Make necessary revisions based on client feedback 
and finalize the content, ensuring it meets the client's 
expectations and requirements.

9. Format the finalized content appropriately for the 9. Format the finalized content appropriately for the 
intended platform, ensuring it adheres to the platform's 
guidelines and best practices.

10. Identify and select relevant images, graphics, or 
videos to accompany the content and enhance its visual 
appeal and engagement (for blog posts/social media 
posts).

11. Use scheduling tools to schedule the publication of 11. Use scheduling tools to schedule the publication of 
blog posts/social media posts at optimal times for 
maximum reach and engagement.

12. Develop a promotion strategy to increase the visibility 
and reach of the published content, including sharing on 
relevant social media channels, email newsletters, etc.

13. Monitor the performance of the published content 13. Monitor the performance of the published content 
using analytics tools to track key metrics such as traffic, 
engagement, and conversions.

14. Provide regular reports to the client summarizing the 
performance of the published content and highlighting 
areas for improvement or further optimization.
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Task |Creating Persuasive 
Client Sell Sheets and 
Deliverables
Description of the Task: This involves 
designing and writing informative and 
attractive sell sheets and marketing materials. 
These deliverables are essential for effectively 
communicating the value proposition of a 
client's products or services to potential 
customers, aiding in conversion and sales.

1. Begin by collecting detailed information from 
stakeholders regarding the purpose, target audience, key 
messages, and desired outcomes for the client sell sheets 
and other deliverables. This involves scheduling meetings 
or calls to gather insights and expectations from all 
relevant parties.

2. Conduct thorough market research and competitive 2. Conduct thorough market research and competitive 
analysis to understand the industry landscape, target 
audience preferences, and competitive positioning. This 
may include analyzing competitors' materials, reviewing 
industry reports, and identifying trends that could 
influence the messaging strategy.

3. Develop a comprehensive outline or structure for the 3. Develop a comprehensive outline or structure for the 
client sell sheets and other deliverables. Organize key 
information and messages in a logical and persuasive 
manner, ensuring a clear flow of content that highlights 
the client's unique selling points and benefits.

4. Write compelling and persuasive content for the client 4. Write compelling and persuasive content for the client 
sell sheets and other deliverables, focusing on 
emphasizing unique selling points, benefits, and value 
propositions. Tailor the language and tone to resonate 
with the target audience and support the overall 
marketing objectives.

5. Collaborate with graphic designers or use design tools 
to incorporate visually appealing elements such as 
images, charts, and graphs. These elements should 
enhance the presentation of information and make the 
deliverables more engaging and professional.

6. Conduct thorough reviews and revisions of the content 6. Conduct thorough reviews and revisions of the content 
to ensure accuracy, clarity, and consistency with branding 
guidelines and messaging strategies. This may involve 
multiple rounds of edits and feedback from different 
stakeholders.

7. Present draft versions of the client sell sheets and other 7. Present draft versions of the client sell sheets and other 
deliverables to clients for feedback and revisions. This 
step involves sharing the drafts through meetings or 
digital platforms, incorporating their input, and 
addressing any concerns or suggestions.

8. Make final adjustments and revisions based on client 8. Make final adjustments and revisions based on client 
feedback, ensuring that the content meets their 
expectations and aligns with the project objectives. This 
may require close collaboration with both the client and 
internal team members.

9. Obtain final approval from stakeholders or 9. Obtain final approval from stakeholders or 
decision-makers before proceeding with the production 
and distribution of the client sell sheets and other 
deliverables. This step is crucial to ensure that all parties 
are satisfied with the final product.

10. Distribute the finalized client sell sheets and other 10. Distribute the finalized client sell sheets and other 
deliverables through appropriate channels, such as email 
campaigns, sales teams, or digital platforms. Monitor 
their performance and effectiveness in achieving the 
desired goals and outcomes, and gather feedback for 
future improvements.
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Task |Maintaining and 
Optimizing Websites via 
WordPress (or other 
similar platforms)

Description of the Task: This task includes 
regularly updating website content, improving 
site performance, and ensuring SEO best 
practices. Proper maintenance and 
optimization are vital for providing a seamless 
user experience, enhancing visibility in search 
engines, and supporting overall advertising 
efforts.efforts.

1. Schedule and perform regular backups of the 
WordPress site, ensuring that both the database and files 
are backed up to a secure location. This step involves 
setting up automated backup tools and verifying that 
backups are successfully completed and stored safely.

2. Check for and install updates to the WordPress core 2. Check for and install updates to the WordPress core 
software to ensure the site is running the latest version 
with all security patches and new features. This includes 
reviewing the update logs and testing updates on a 
staging site before applying them to the live site.

3. Review and update all plugins and themes to their 3. Review and update all plugins and themes to their 
latest versions to maintain compatibility and security. This 
process involves regularly checking for available updates, 
reading update notes, and ensuring that updates do not 
cause conflicts with other site components.

4. Use tools to monitor site performance, such as page 4. Use tools to monitor site performance, such as page 
load speed and uptime, and address any issues that arise 
to ensure optimal performance. Implement performance 
optimization techniques like caching, image compression, 
and minimizing code to enhance site speed.

5. Regularly scan the website for broken links and fix any 
that are found to improve user experience and SEO. 
Utilize link-checking tools and manually verify critical links 
to ensure all hyperlinks direct to the correct and functional 
destinations.

6. Perform database optimization tasks, such as cleaning 6. Perform database optimization tasks, such as cleaning 
up spam comments, post revisions, and unused data to 
improve site speed and efficiency. Use database 
optimization plugins to automate this process and 
manually review the database for any unnecessary data.

7. Run regular security scans to detect and remove any 7. Run regular security scans to detect and remove any 
malware or vulnerabilities, ensuring the website remains 
secure. Implement security plugins, conduct vulnerability 
assessments, and stay informed about the latest security 
threats and best practices.

8. Monitor website analytics to track visitor behavior, 8. Monitor website analytics to track visitor behavior, 
identify trends, and gather insights for improving content 
and user experience. Analyze data from tools like Google 
Analytics to make data-driven decisions for content 
updates and site improvements.

9. Regularly test website functionality, including forms, 9. Regularly test website functionality, including forms, 
checkout processes, and interactive elements, to ensure 
everything works smoothly. Conduct manual and 
automated testing to identify and fix any issues that could 
hinder user experience or site operations.

10. Keep the website content fresh and relevant by 10. Keep the website content fresh and relevant by 
regularly adding new blog posts, updating existing pages, 
and ensuring all information is current and accurate. Plan 
a content calendar, review and edit content for quality, 
and engage with your audience through timely updates.
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Task |Datascraping and 
Generating Targeted Lists 
for Ad Campaigns
Description of the Task: This involves 
extracting relevant data from various sources 
to create lists of potential customers or leads. 
It's important for refining target audiences, 
ensuring ad campaigns reach the right 
people, and increasing the effectiveness and 
ROI of marketing efforts.

1. Determine the best sources for data scraping, such as 
websites, social media platforms, public databases, or 
industry directories relevant to the target audience. 
Identify reputable and comprehensive sources that 
provide the most relevant and up-to-date information 
about potential leads and target markets.

2. Choose appropriate data scraping tools or software 2. Choose appropriate data scraping tools or software 
that can efficiently extract the required data from the 
identified sources. Evaluate various tools based on their 
features, ease of use, and ability to handle the specific 
data points needed for your campaign.

3. Configure the data scraping tool with the necessary 3. Configure the data scraping tool with the necessary 
parameters, including target URLs, specific data points to 
extract, and any filters to refine the data. Set up the tool to 
extract details such as contact information, company 
names, industry types, and any other relevant criteria.

4. Run the data scraping tool to collect the desired 4. Run the data scraping tool to collect the desired 
information, ensuring that the process complies with legal 
and ethical guidelines, including respect for website terms 
of service and privacy policies. Monitor the scraping 
process to ensure it runs smoothly and addresses any 
issues that may arise.

5. Review the scraped data to remove duplicates, errors, 
and irrelevant entries. Validate the data to ensure 
accuracy and completeness. Cross-check the extracted 
data with existing records to avoid redundancies and 
ensure the integrity of the information.

6. Structure the cleaned data into a well-organized list, 6. Structure the cleaned data into a well-organized list, 
such as a spreadsheet or database, with clear headings 
and consistent formatting for easy access and analysis. 
Include columns for each data point, such as name, 
email, phone number, company, and industry, ensuring 
that all data is uniformly formatted.

7. Enhance the data by adding additional information if 7. Enhance the data by adding additional information if 
needed, such as customer segmentation details, 
company size, or industry, to improve the effectiveness of 
the campaign. Utilize external sources or manual 
research to fill in any missing details and enrich the 
dataset for better targeting.

8. Import the organized and enriched data into the 8. Import the organized and enriched data into the 
customer relationship management (CRM) system or 
marketing automation tool to prepare for campaign 
execution. Ensure that the data is correctly mapped to the 
relevant fields in the CRM or marketing tool for seamless 
integration.

9. Continuously monitor the data for any updates or 9. Continuously monitor the data for any updates or 
changes and refresh the list periodically to maintain its 
relevance and accuracy for future campaigns. Set up 
regular intervals for data review and updates, and 
implement processes to capture new information and 
trends to keep the list current and effective.
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Task |Providing Design 
Support for Social Media 
Posts
Description of the Task: This task includes 
creating visually appealing graphics and 
layouts for social media content. High-quality 
design support is essential for capturing 
attention, conveying messages effectively, and 
maintaining a cohesive brand image across 
advertising platforms.

1. Review the brand’s style guide to understand the visual 
identity, including color schemes, typography, logo usage, 
and overall design aesthetics. Familiarize yourself with the 
guidelines to ensure all designs align with the brand’s 
established look and feel.

2. Discuss with the client or team to understand the goals 2. Discuss with the client or team to understand the goals 
of the social media campaigns, including target 
audience, key messages, and desired outcomes. Hold a 
meeting or use communication tools to gather detailed 
information about the campaign’s objectives.

3. Research competitors’ social media profiles to gather 3. Research competitors’ social media profiles to gather 
inspiration and identify design trends that can be adapted 
to the brand’s strategy. Analyze the visual strategies of top 
competitors to understand what works in the industry.

4. Develop a content calendar outlining the schedule for 4. Develop a content calendar outlining the schedule for 
social media posts, including themes, holidays, events, 
and key dates relevant to the brand. Plan content around 
significant dates and marketing initiatives to maintain a 
consistent posting schedule.

5. Collect all necessary resources such as images, videos, 
brand assets, and any other content that will be used in 
the social media designs. Ensure you have access to 
high-quality, relevant materials that align with the cam-
paign’s themes.

6. Select appropriate design tools and software, such as 
Canva, Adobe Photoshop, or Illustrator, to create 
high-quality visuals. Choose the best tools based on the 
complexity of the designs and the resources available.

7. Create reusable templates for different types of social 7. Create reusable templates for different types of social 
media posts (e.g., quotes, promotions, announcements) 
to ensure consistency and efficiency. Design templates 
that can be easily customized for various posts while 
maintaining a uniform look.

8. Share the initial designs with the client or team for 8. Share the initial designs with the client or team for 
feedback. Make revisions based on their input to ensure 
the designs meet their expectations and goals. Use col-
laboration tools to facilitate easy review and feedback.

9. Finalize the approved designs, ensuring they are opti-
mized for each social media platform’s specifications 
(e.g., size, resolution, format). Adjust the designs to meet 
the technical requirements of platforms like Instagram, 
Facebook, Twitter, and LinkedIn.

10. Save and organize the final design files in a struc-
tured manner, making them easily accessible for future 
use and reference. Use a clear naming convention and 
folder structure to keep files organized and easy to locate.

11. Use social media management tools to upload and 
schedule the finalized designs according to the content 
calendar. Schedule posts in advance to ensure timely 
publication and maintain a consistent online presence.
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Task |Conducting Market 
Research and Outreach
Description of the Task: This involves 
gathering and analyzing market data to 
understand trends, competitors, and 
customer preferences. Conducting market 
research and outreach is critical for informing 
advertising strategies, identifying 
opportunities, and tailoring campaigns to 
meet market demands.meet market demands.

1. Understand the goals of the research and outreach 
campaign by clarifying the campaign’s objectives, target 
audience, and key messages. Meet with stakeholders to 
gather insights and align on goals.

2. Research the target audience to analyze their 2. Research the target audience to analyze their 
preferences, behaviors, and interests on social media 
platforms. Identify what types of content resonate most 
with them using tools like surveys, social media analytics, 
and audience segmentation.

3. Research industry influencers and current social media 3. Research industry influencers and current social media 
trends by identifying key influencers in the industry and 
analyzing their content and engagement strategies. 
Gather insights on successful social media trends and 
tactics from similar outreach efforts.

4. Collect all necessary brand assets such as logos, color 4. Collect all necessary brand assets such as logos, color 
palettes, fonts, and any existing design templates. Ensure 
all assets align with the brand’s visual identity for 
consistency.

5. Develop detailed design briefs based on research 5. Develop detailed design briefs based on research 
findings, outlining requirements for social media posts. 
Include key messages, preferred styles, and specific 
content formats.

6. Create initial design concepts by developing graphics, 
videos, and other multimedia elements for social media 
posts. Ensure designs align with campaign objectives and 
audience preferences.

7. Share initial design concepts for feedback by 7. Share initial design concepts for feedback by 
presenting the concepts to the client or team and 
gathering feedback. Revise designs based on input to 
meet expectations.

8. Finalize the approved designs by optimizing them for 8. Finalize the approved designs by optimizing them for 
each social media platform’s specifications, such as size, 
resolution, and format. Ensure all technical requirements 
are met for platforms like Instagram, Facebook, Twitter, 
and LinkedIn.

9. Organize final design files by saving and structuring 9. Organize final design files by saving and structuring 
files in cloud storage or a project management tool. 
Make files easily accessible for posting and future use 
with a clear naming convention and folder structure.

10. Use social media management tools to schedule 10. Use social media management tools to schedule 
designs according to the outreach campaign plan. 
Monitor the performance of posts, tracking engagement 
and effectiveness. Use analytics to inform future design 
and outreach efforts, adjusting strategies based on 
performance data.
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Task |Updating Website 
Content via CMS for 
Enhanced Ad Performance
Description of the Task: This task includes 
using a content management system (CMS) 
to regularly update and refine website 
content. Keeping website content fresh and 
relevant is crucial for improving user 
engagement, supporting ad performance, 
and maximizing the impact of digital 
advertising campaigns.advertising campaigns.

1. Access the CMS dashboard and navigate to the 
section for content management, such as "Pages," "Posts," 
or "Media," ensuring permissions and security protocols 
are followed.

2. Review the current website content to understand its 2. Review the current website content to understand its 
structure, layout, and style. Identify specific pages or 
sections that require updating based on performance 
metrics, user feedback, or strategic goals.

3. Gather all new content materials, including text, 3. Gather all new content materials, including text, 
images, videos, and other media files, ensuring they are 
finalized and align with current brand guidelines and 
SEO strategies.

4. Create a new entry in the CMS for new content or 
locate and open existing entries for updates, adhering to 
version control and content governance policies.

5. Input or paste the updated text content into the 5. Input or paste the updated text content into the 
designated fields within the CMS. Utilize text formatting 
tools to enhance readability and SEO, including 
headings, subheadings, bullet points, and hyperlinks.
content formats.

6. Utilize the CMS’s media upload functionality to add 
and optimize new images, videos, or media files. Ensure 
each file is correctly named, resized, and formatted for 
fast loading times and optimal user experience.

7. Integrate uploaded media files seamlessly into the 
content, using CMS tools to adjust alignment, size, and 
placement to enhance visual appeal and engagement.

8. Update or add metadata elements such as page titles, 8. Update or add metadata elements such as page titles, 
meta descriptions, and keywords to optimize content for 
search engines. Ensure metadata accurately reflects the 
updated content and strategic SEO objectives.

9. Categorize and tag the content appropriately within 9. Categorize and tag the content appropriately within 
the CMS to facilitate navigation, organization, and 
searchability across the website, enhancing user 
experience and SEO performance.

10. Utilize the CMS’s preview feature to visualize how the 10. Utilize the CMS’s preview feature to visualize how the 
updated content will appear on the live website. Review 
for any formatting inconsistencies, errors, or broken links 
that may impact user experience or SEO rankings.

11. Save the updated content as a draft for final review 11. Save the updated content as a draft for final review 
and approval if necessary. Conduct thorough 
proofreading and quality assurance checks to ensure 
accuracy, clarity, and compliance with brand standards.

12. Once approved, publish the updated content to 12. Once approved, publish the updated content to 
make it live on the website. Monitor the live site to 
confirm proper display and functionality, checking all 
links, media elements, and formatting to ensure a 
seamless user experience.
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Task |Implementing 
Spanish Translations
Description of the Task: Coordinating the 
adaptation of advertising materials into 
Spanish to effectively reach and engage 
Spanish-speaking audiences. This involves 
translating marketing copies whileensuring 
cultural relevance and linguistic accuracy. By 
expanding outreach through multilingual 
strategies, businesses can enhance brand 
visibility, accessibility, and engagement 
among diverse demographic segments.

1. Begin by accessing translation tools such as Google 
Translate or a dedicated translation management system.

2. Copy the original content that requires translation and 
paste it into the translation tool. Choose Spanish as the 
output language and click "Translate".

3. Access the translation management interface or system 
where you manage content translations.

4. Use filters to display only items that require translation 4. Use filters to display only items that require translation 
or updating ("not translated or needs updating").

5. Choose the specific content pieces you want to 
translate and add them to the translation basket or 
queue.

6. Navigate to the translation basket or queue where 
selected content is listed for translation.

7. Set a deadline for the translation job and assign a 7. Set a deadline for the translation job and assign a 
translator (or leave it as "first available"). Click "Send all 
items for translation" to initiate the process.

8. Navigate to the translation jobs section and update 
filters to view relevant jobs in progress.

9. Access the backend of each post or page, and click 
the gear icon under "translate this document". Proceed 
with the translation process.

10. Once translation is complete, click "Publish" or 
"Update" to apply the translated content to your website.

11. Review the translated content thoroughly to ensure 
accuracy and context appropriateness.

12. Switch the language of your website to Spanish on 12. Switch the language of your website to Spanish on 
the frontend. Navigate through pages and posts to verify 
that translations appear correctly.

13. Confirm that all meta descriptions are accurately 
translated and optimized when viewed through page 
source or SEO tools.
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Task |Developing DSP 
Competency Checklist
Description of the Task: Creating and 
refining a structured checklist for Direct 
Support Professional (DSP) services in the 
advertising industry. This involves optimizing 
data-driven insights, refining targeting 
capabilities, and ensuring efficient campaign 
management. By establishing clear 
benchmarks and procedures, advertisers can 
maximize return on investment (ROI) through 
targeted placements and audience 
engagement.

1. Compile a comprehensive list of essential skills and 
knowledge areas that DSPs must demonstrate proficiency 
in. This includes communication, crisis intervention, 
personal care skills, and others specific to your 
organization's needs.

2. Develop a structured format for the competency 2. Develop a structured format for the competency 
checklist. Organize it by major competency areas (e.g., 
communication, behavioral support) with clear, 
measurable criteria for each skill or knowledge area.

3. Define proficiency levels (e.g., beginner, intermediate, 3. Define proficiency levels (e.g., beginner, intermediate, 
advanced) for each competency to assess varying levels 
of expertise among DSPs. Clearly outline what each level 
entails in terms of skills and knowledge.

4. Draft the initial version of the competency checklist. 4. Draft the initial version of the competency checklist. 
Include detailed descriptions for each competency, 
specific criteria, and the proficiency levels associated with 
each.

5. Share the draft checklist with stakeholders such as 5. Share the draft checklist with stakeholders such as 
experienced DSPs, supervisors, and training coordinators. 
Gather feedback to ensure the checklist is 
comprehensive, accurate, and practical for use.

6. Incorporate feedback received from stakeholders. 
Make necessary revisions to refine the checklist, ensuring 
it remains clear and aligned with organizational 
standards and best practices.

7. Develop or identify assessment tools and methods to 7. Develop or identify assessment tools and methods to 
evaluate DSPs against the competency checklist. This may 
include observations, quizzes, self-assessments, or 
structured interviews.

8. Introduce the competency checklist to the DSP team. 8. Introduce the competency checklist to the DSP team. 
Provide training on how to use the checklist effectively for 
professional development and performance evaluation 
purposes.

9. Regularly review the competency checklist and 9. Regularly review the competency checklist and 
assessment results. Update the checklist as needed to 
reflect changes in best practices, regulations, or 
organizational requirements. Ensure ongoing relevance 
and effectiveness in supporting DSP professional growth.
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Task |Managing Vendor 
Communication for Ad 
Services
Description of the Task: Facilitating 
communication with vendors involved in 
advertising services. This includes negotiating 
contracts, coordinating project timelines, and 
ensuring deliverables meet quality standards. 
Effective vendor management ensures 
smooth execution of ad campaigns, timely 
delivery of services, and cost-effective 
solutions, ultimately enhancing campaign 
effectiveness and client satisfaction.

1. Initiate contact with potential vendors identified 
through market research or referrals. Craft personalized 
emails or calls highlighting your agency's needs, 
campaign objectives, and desired partnership criteria.

2. Conduct thorough screening of vendors based on their 2. Conduct thorough screening of vendors based on their 
expertise, portfolio, pricing structure, and compatibility 
with your agency's brand and client requirements. Request 
and review proposals detailing their services, previous 
work, and success metrics.

3. Evaluate proposals and conduct meetings or 3. Evaluate proposals and conduct meetings or 
presentations with shortlisted vendors. Assess their 
creative capabilities, strategic insights, and ability to meet 
deadlines. Choose vendors whose offerings align best 
with your agency's campaign goals and client 
expectations.

4. Negotiate terms, conditions, and pricing with selected 4. Negotiate terms, conditions, and pricing with selected 
vendors. Ensure contracts cover deliverables, timelines, 
payment terms, and performance metrics. Clarify 
intellectual property rights and confidentiality agreements 
to protect both parties' interests.

5. Facilitate a comprehensive onboarding process for 
new vendors. Schedule kickoff meetings to align on 
project scope, timelines, and expectations. Share creative 
briefs, campaign objectives, and brand guidelines to 
ensure clarity and consistency in deliverables.

6. Maintain regular communication channels with 6. Maintain regular communication channels with 
vendors throughout the project lifecycle. Coordinate 
meetings, status updates, and feedback sessions to 
monitor progress, address challenges, and ensure 
adherence to project milestones and client expectations.

7. Promptly address any issues or conflicts that arise 7. Promptly address any issues or conflicts that arise 
during the campaign execution phase. Facilitate open 
dialogue between your agency and vendors to resolve 
challenges, adjust strategies, or reallocate resources as 
needed to maintain campaign momentum and quality.

8. Monitor vendor performance against agreed-upon 8. Monitor vendor performance against agreed-upon 
KPIs and benchmarks. Conduct periodic reviews to assess 
deliverable quality, adherence to timelines, and client 
satisfaction. Provide constructive feedback and 
recognition for exceptional performance to foster a 
collaborative and productive partnership.

9. Evaluate vendor performance and client feedback to 9. Evaluate vendor performance and client feedback to 
inform decisions on contract renewal or termination. 
Initiate discussions on extending partnerships based on 
successful outcomes and alignment with long-term 
business objectives.

10. Maintain detailed records of vendor communications, 10. Maintain detailed records of vendor communications, 
agreements, and project progress. Generate reports 
summarizing vendor performance, campaign results, and 
ROI metrics for internal review and client presentations.
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Task |Scheduling Ad 
Campaign Traffic & 
Production
Description of the Task: Coordinate the 
scheduling and execution of advertising 
campaign placements across various media 
channels. This involves liaising with media 
buyers, creative teams, and clients to ensure 
timely placement of ads according to 
campaign objectives and budget constraints. 
By optimizing scheduling processes, 
advertisers can maximize ad exposure, 
optimize media spend.

1. Begin by mapping out the campaign timeline based 
on client briefs and project requirements. Identify key 
milestones, deadlines, and deliverables such as creative 
development, ad copy finalization, and campaign launch 
dates.

2. Develop a comprehensive traffic plan outlining the 2. Develop a comprehensive traffic plan outlining the 
sequence and timing of ad placements across various 
channels (digital, print, broadcast). Coordinate with 
media planners to ensure optimal placement for reaching 
target audiences effectively.

3. Collaborate closely with the creative team to schedule 3. Collaborate closely with the creative team to schedule 
production timelines for ad materials. Align production 
schedules with campaign milestones, ensuring creative 
assets such as visuals, videos, and copy are ready for 
timely deployment.

4. Implement a structured workflow for ad production, 4. Implement a structured workflow for ad production, 
starting with creative briefings and concept development. 
Coordinate internal reviews, revisions, and approvals to 
meet production deadlines while maintaining creative 
quality and alignment with client objectives.

5. Liaise with media buyers to finalize ad placements 
based on the traffic plan and budget allocations. Secure 
booking confirmations for ad slots, negotiate rates if 
necessary, and ensure all placements adhere to 
campaign specifications and timing requirements.

6. Coordinate the launch of ad campaigns across all 6. Coordinate the launch of ad campaigns across all 
selected channels. Schedule deployment times to 
maximize audience engagement and ensure seamless 
integration with planned marketing activities and 
promotions.

7. Implement tracking mechanisms to monitor ad 7. Implement tracking mechanisms to monitor ad 
campaign progress and performance. Use analytics tools 
to measure reach, impressions, click-through rates (CTR), 
and other relevant metrics to assess campaign 
effectiveness and optimize strategies.

8. Monitor real-time campaign performance data and 8. Monitor real-time campaign performance data and 
analytics. Analyze results to identify trends, adjust ad 
placements or schedules as needed, and optimize 
campaign strategies to enhance ROI and achieve client 
objectives.

9. Prepare detailed reports summarizing campaign 9. Prepare detailed reports summarizing campaign 
scheduling, production timelines, media placements, and 
performance metrics. Provide regular updates to 
stakeholders, highlighting key insights, successes, and 
areas for improvement.

10. Conduct post-campaign reviews to evaluate overall 10. Conduct post-campaign reviews to evaluate overall 
campaign effectiveness and lessons learned. Document 
best practices and recommendations for future 
campaigns, incorporating client feedback and insights 
gathered throughout the campaign lifecycle.
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Task |Generating Ad 
Campaign Traffic Reports 
& Analyzing Performance
Description of the Task: Compile and 
analyze data to generate comprehensive 
traffic reports for advertising campaigns. This 
includes evaluating key performance metrics 
such as impressions, click-through rates 
(CTR), conversions, and return on ad spend 
(ROAS). By interpreting insights from 
campaign analytics, advertisers can refine 
targeting strategies and optimize campaign 
performance.

1. Begin by gathering raw data from various advertising 
platforms and analytics tools used during the campaign 
period. Collect metrics such as impressions, clicks, 
conversions, click-through rates (CTR), cost per 
acquisition (CPA), and return on ad spend (ROAS).

2. Input collected data into reporting tools like Google 2. Input collected data into reporting tools like Google 
Analytics, Facebook Ads Manager, or custom-built 
dashboards. Ensure data accuracy and consistency 
across all platforms to facilitate comprehensive analysis.

3. Develop detailed performance reports summarizing 3. Develop detailed performance reports summarizing 
campaign metrics and KPIs. Include visuals such as 
charts, graphs, and tables to present data in a clear and 
digestible format for stakeholders.

4. Analyze key performance indicators to assess the 4. Analyze key performance indicators to assess the 
effectiveness of the ad campaigns. Evaluate metrics such 
as reach, frequency, engagement rates, and conversion 
rates against predefined campaign objectives and 
benchmarks.

5. Identify trends and patterns within the data to uncover 5. Identify trends and patterns within the data to uncover 
insights into audience behavior, ad performance across 
different channels, and the impact of creative variations. 
Look for correlations and anomalies that may indicate 
areas for optimization.

6. Conduct comparative analysis between different ad 
sets, campaigns, or time periods. Compare performance 
metrics to identify top-performing ads, channels, or 
targeting strategies, and derive actionable insights for 
future campaigns.

7. Calculate return on investment (ROI) metrics such as 7. Calculate return on investment (ROI) metrics such as 
ROAS (Return on Ad Spend) or ROMI (Return on 
Marketing Investment). Assess the cost-effectiveness of ad 
campaigns based on revenue generated or other defined 
conversion goals.

8. Generate recommendations for optimizing future ad 8. Generate recommendations for optimizing future ad 
campaigns based on data-driven insights. Propose 
adjustments to targeting criteria, ad formats, bidding 
strategies, or budget allocations to improve performance 
and maximize ROI.

9. Prepare executive summaries highlighting key findings, 9. Prepare executive summaries highlighting key findings, 
successes, challenges, and recommended actions. Tailor 
summaries to the needs of stakeholders, emphasizing 
strategic insights and actionable recommendations.

10. Present findings and recommendations to 10. Present findings and recommendations to 
stakeholders, including clients, marketing teams, or senior 
management. Use visual aids and articulate data-driven 
insights to facilitate informed decision-making and 
strategic planning.
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Task |Organizing and 
Prioritizing Email
Description of the Task: Efficiently 
categorize and prioritize incoming emails 
related to advertising campaigns, ensuring 
timely responses and clear communication. 
Organizing emails helps streamline 
communication with clients, vendors, and 
team members, enhancing collaboration and 
productivity in executing campaign strategies.productivity in executing campaign strategies.

1. Create filters and labels to automatically categorize 
incoming emails based on sender, subject, or keywords. 
This helps in organizing emails into relevant folders.

2. Set up folders for different priority levels, such as 
"Urgent," "High Priority," "Medium Priority," and "Low 
Priority." Move emails to these folders as they come in.

3. Regularly review and unsubscribe from newsletters and 3. Regularly review and unsubscribe from newsletters and 
mailing lists that are no longer relevant to reduce inbox 
clutter.

4. Schedule specific times throughout the day to check 
and process emails, ensuring that the inbox remains 
manageable.

5. During each check, quickly scan for urgent emails that 5. During each check, quickly scan for urgent emails that 
require immediate attention and address those first.

6. Use flags or stars to mark emails that need follow-up 
or are particularly important.

7. If an email requires a quick response that takes less 
than a few minutes, respond immediately to clear it from 
the inbox.

8. Forward emails to relevant team members or 
colleagues if they can better handle the request or task.

9. Move emails that are not immediately necessary but 
may be needed for reference into an archive folder.

10. Convert actionable emails into tasks in a task 
management system or to-do list, setting due dates and 
priority levels.

11. Create templates for common responses to save time 11. Create templates for common responses to save time 
on drafting repetitive emails.

12. Use auto-responders to acknowledge receipt of 
emails and inform senders of expected response times, 
especially when you are away.

13. Regularly delete spam or irrelevant emails to keep the 
inbox clean and organized.

14. At the end of each day, review the inbox to ensure all 14. At the end of each day, review the inbox to ensure all 
emails are categorized, prioritized, and addressed 
appropriately.

15. Periodically evaluate the email management process 
and make adjustments as needed to improve efficiency 
and effectiveness.

17www.outsourceaccess.com

Advertising - Administrative



Task |Managing Calendar 
and Prioritizing Ad Related 
Tasks
Description of the Task: Coordinate ad 
campaign timelines and deadlines through 
meticulous calendar management, 
prioritizing tasks crucial to campaign success. 
By scheduling tasks effectively, including 
creative development, media placements, 
and client meetings, this role ensures 
seamless campaign execution, meeting key 
milestones and optimizing campaign 
performance.

1. Review the existing calendar to identify scheduled 
appointments, client meetings, campaign milestones, and 
deadlines. Note recurring tasks and patterns to streamline 
scheduling.

2. Choose a robust digital calendar tool that supports 2. Choose a robust digital calendar tool that supports 
easy scheduling, reminders, and sharing capabilities with 
clients and team members. Ensure it integrates seamlessly 
with other productivity tools used in the agency.

3. Enter all recurring tasks and appointments into the 3. Enter all recurring tasks and appointments into the 
calendar, such as weekly client meetings, monthly 
campaign reviews, and daily status updates. Ensure 
accuracy and clarity in event descriptions.

4. Promptly schedule new appointments and client 4. Promptly schedule new appointments and client 
meetings as they are requested. Confirm details and 
times with all parties involved to avoid scheduling 
conflicts.

5. Develop structured daily and weekly task lists, 5. Develop structured daily and weekly task lists, 
prioritizing activities based on urgency and importance. 
Utilize frameworks like the Eisenhower Matrix to 
categorize tasks by priority levels (urgent, important, 
non-urgent, non-important).

6. Set up reminders and alerts for upcoming tasks, 
appointments, and deadlines. Adjust reminder settings 
based on the criticality of tasks to ensure adequate 
preparation time and timely execution.

7. Allocate dedicated time blocks for high-priority tasks 7. Allocate dedicated time blocks for high-priority tasks 
related to ad campaign management, creative 
development, media planning, and client presentations. 
Include buffer time between tasks to accommodate 
unexpected delays.

8. Conduct regular reviews of the calendar and task lists 8. Conduct regular reviews of the calendar and task lists 
to accommodate new priorities, rescheduled 
appointments, and changes in client requirements or 
campaign schedules. Make adjustments promptly to 
maintain alignment with project timelines.

9. Maintain transparent communication with clients 9. Maintain transparent communication with clients 
regarding their schedules, upcoming deliverables, and 
any adjustments in priorities or timelines. Seek client 
feedback on task prioritization and scheduling to ensure 
alignment with their business objectives.
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Task |Maintaining Ad 
Campaign Traffic & Project 
Documentation
Description of the Task: Thoroughly 
document and track ad campaign traffic, 
including placements, schedules, and 
performance metrics, ensuring accuracy and 
compliance with project requirements. 
Comprehensive documentation supports 
transparency and accountability, facilitating 
informed decision-making and enabling 
continuous improvement in campaign 
effectiveness and ROI.

1. Collect and categorize all essential documents related 
to ad campaigns, including briefs, creative assets, 
contracts, and client communications.

2. Establish digital folders or a project management 
system to store campaign documents systematically. Use 
clear naming conventions and labels for easy retrieval.

3. Input campaign start and end dates, milestones, and 3. Input campaign start and end dates, milestones, and 
deliverable deadlines into a shared calendar or project 
management tool. Ensure all team members are updated 
on project timelines.

4. Maintain a detailed schedule of ad placements across 
various media channels (digital, print, broadcast). Track 
placement dates, media buys, and ad specifications.

5. Regularly update campaign status reports with key 5. Regularly update campaign status reports with key 
metrics such as impressions, clicks, conversions, and ROI. 
Use data visualization tools to present performance 
metrics effectively.

6. Facilitate regular communication with internal teams, 6. Facilitate regular communication with internal teams, 
clients, and vendors regarding campaign progress, 
adjustments, and upcoming milestones. Use clear, 
concise updates to ensure alignment.

7. Verify the accuracy of campaign data and analytics 
regularly. Cross-reference metrics from different platforms 
to ensure consistency and reliability.

8. Archive finalized campaign documents and 
performance reports for future reference and 
benchmarking. Ensure accessibility for post-campaign 
analysis and client reporting.

9. Conduct thorough checks of all campaign materials 9. Conduct thorough checks of all campaign materials 
before deployment. Ensure adherence to brand 
guidelines, legal requirements, and campaign objectives.

10. Capture insights and lessons learned from each 
campaign. Document successes, challenges, and areas 
for improvement to inform future strategies and 
optimizations.

11. Compile comprehensive post-campaign reports 11. Compile comprehensive post-campaign reports 
summarizing key learnings, performance metrics, and 
recommendations for future campaigns. Present findings 
to stakeholders for strategic decision-making.

12. Handle sensitive client information and campaign 12. Handle sensitive client information and campaign 
details with utmost confidentiality. Adhere to industry 
regulations and client-specific compliance requirements 
throughout the campaign lifecycle.
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Task |Conducting 
Competitive Analysis & 
Qualifying Leads
Description of the Task: Conduct thorough 
competitive analysis to understand market 
trends, competitor strategies, and identify 
potential leads. Qualify leads based on their 
fit with the agency’s services and market 
needs to prioritize outreach efforts and 
enhance campaign targeting.

1. Research and list main competitors in the market. Look 
for both direct competitors (offering similar 
products/services) and indirect competitors (fulfilling 
similar customer needs).

2. Collect information on competitors' marketing 2. Collect information on competitors' marketing 
strategies, ad campaigns, target audience, product 
offerings, pricing, and distribution channels. Use sources 
such as competitors’ websites, social media profiles, press 
releases, and industry reports.

3. Evaluate competitors’ marketing tactics, including ad 3. Evaluate competitors’ marketing tactics, including ad 
creatives, messaging, promotions, and engagement 
strategies. Pay attention to their use of digital marketing 
channels such as SEO, PPC, social media, email 
marketing, and content marketing.

4. Determine how competitors position themselves in the 4. Determine how competitors position themselves in the 
market. Analyze their unique selling propositions (USPs), 
brand messaging, and value propositions to understand 
their strengths and weaknesses.

5. Use tools like SEMrush, Ahrefs, or SimilarWeb to track 5. Use tools like SEMrush, Ahrefs, or SimilarWeb to track 
competitors’ online performance, including website 
traffic, keyword rankings, and ad performance. Note any 
patterns or trends in their campaign effectiveness.

6. Create a detailed report summarizing the competitive 
analysis. Include insights on competitors’ strengths, 
weaknesses, opportunities, and threats (SWOT analysis). 
Highlight key takeaways and actionable 
recommendations.

7. Establish criteria for the ideal customer based on 7. Establish criteria for the ideal customer based on 
factors such as industry, company size, job title, 
geographic location, and purchasing behavior. Use this 
profile to guide the lead qualification process.

8. Use lead generation tools and databases (e.g., 8. Use lead generation tools and databases (e.g., 
LinkedIn Sales Navigator, ZoomInfo) to compile a list of 
potential leads that match the ICP criteria. Ensure the list 
includes accurate contact information and relevant 
details.

9. Categorize leads based on their fit with the ICP and 9. Categorize leads based on their fit with the ICP and 
their engagement level with marketing efforts. Use 
categories such as high-priority, medium-priority, and 
low-priority leads for targeted follow-up.

10. Research each lead to gather additional information 10. Research each lead to gather additional information 
about their company, role, and potential needs. Use 
sources such as company websites, social media profiles, 
and industry news.

11. Assess each lead’s fit with the ICP by considering 11. Assess each lead’s fit with the ICP by considering 
factors such as budget, authority, need, and timing (BANT 
criteria). Determine whether they have the potential to 
become a qualified prospect.

12. Initiate contact with leads through personalized 12. Initiate contact with leads through personalized 
outreach, such as email campaigns, social media 
messages, or phone calls. Tailor communication to 
address their specific pain points and demonstrate value.

13. Qualify leads by engaging in meaningful 13. Qualify leads by engaging in meaningful 
conversations to understand their needs and challenges. 
Nurture qualified leads with relevant content and 
follow-ups to move them further down the sales funnel.
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Task |Emailing Prospective 
Clients
Description of the Task: Initiate contact with 
prospective clients through strategic email 
campaigns tailored to their industry needs. 
Utilize compelling messaging and 
personalized communication to nurture 
relationships, showcase the agency’s 
expertise, and generate interest in 
collaboration.collaboration.

1. Collect and verify accurate and up-to-date contact 
information for each prospective client. This includes 
names, email addresses, and any other relevant details 
that could personalize and enhance the email 
communication.

2. Organize the prospective clients into different 2. Organize the prospective clients into different 
categories based on specific criteria such as industry, 
company size, geographic location, or unique needs. 
This segmentation allows for tailored email content that 
resonates more effectively with each group.

3. Write a subject line that is both engaging and relevant 3. Write a subject line that is both engaging and relevant 
to the recipient. The subject line should capture their 
attention and entice them to open the email. Use 
keywords and phrases that align with their interests or 
pain points.

4. Use the recipient’s name and any other personalized 4. Use the recipient’s name and any other personalized 
information in the email to make it more engaging and 
relevant. Mention specific details about their company or 
industry to demonstrate that the email is tailored to their 
needs.

5. Write a concise and compelling email body that clearly 
outlines the benefits of your product or service. Include a 
strong value proposition and address any potential pain 
points that the prospective client may have. Ensure the 
message is clear and to the point.

6. Add a clear and actionable call to action (CTA) in the 6. Add a clear and actionable call to action (CTA) in the 
email. This could be scheduling a meeting, signing up for 
a demo, or visiting a website for more information. Make 
the CTA stand out and easy to follow.

7. Attach any relevant materials that provide additional 7. Attach any relevant materials that provide additional 
information and build credibility, such as brochures, case 
studies, or testimonials. Ensure these attachments are 
professionally designed and relevant to the prospective 
client’s needs.

8. Carefully proofread the email to eliminate any spelling 8. Carefully proofread the email to eliminate any spelling 
or grammatical errors. Test the email by sending it to 
yourself or a colleague to ensure that all links and 
attachments work correctly and the email displays 
properly on different devices.

9. Send the email to the segmented list of prospective 9. Send the email to the segmented list of prospective 
clients. Monitor the results by tracking key metrics such as 
open rates, click-through rates, and responses. Analyze 
these metrics to measure the effectiveness of the email 
campaign and identify areas for improvement.
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Task |Developing 
Proposals & RFPs (Request 
for Proposal)
Description of the Task: Create detailed 
proposals and RFP responses that outline 
customized advertising solutions, strategies, 
and creative concepts aligned with client 
objectives. Highlight the agency’s 
capabilities, past successes, and value 
proposition to secure new business 
opportunities.opportunities.

1. Carefully read through the RFP or client brief to 
understand the project scope, objectives, deliverables, 
and any specific requirements or guidelines. Note any key 
points that need to be addressed in the proposal.

2. Gather relevant information about the client’s industry, 2. Gather relevant information about the client’s industry, 
market trends, and competitors. This research helps in 
tailoring the proposal to address the client’s unique needs 
and demonstrate a thorough understanding of their 
business environment.

3. Create an outline for the proposal, including sections 3. Create an outline for the proposal, including sections 
such as an executive summary, company background, 
project approach, deliverables, timeline, budget, and 
case studies. Ensure the structure aligns with the client’s 
requirements as specified in the RFP.

4. Write a compelling executive summary that succinctly 4. Write a compelling executive summary that succinctly 
outlines the key points of the proposal, including the 
project’s goals, the proposed solution, and the benefits to 
the client. This section should capture the client’s attention 
and provide a clear overview of the proposal.

5. Describe the methodology and strategies that will be 
used to achieve the project objectives. Include specifics 
on the creative and technical processes, tools, and 
resources that will be employed. Ensure this section 
highlights your expertise and aligns with industry best 
practices.

6. Clearly outline the deliverables that will be provided 6. Clearly outline the deliverables that will be provided 
throughout the project, along with associated milestones 
and deadlines. This helps the client understand what to 
expect at each stage and ensures transparency in the 
project timeline.

7. Develop a comprehensive budget that includes all 7. Develop a comprehensive budget that includes all 
costs associated with the project, such as personnel, 
materials, technology, and any other expenses. Provide a 
clear breakdown of costs and justify the pricing to 
demonstrate value for money.

8. Include relevant case studies and client testimonials to 8. Include relevant case studies and client testimonials to 
showcase past successes and demonstrate your capability 
to deliver similar projects. Highlight key achievements 
and measurable results that align with the client’s goals.

9. Use professional design software to format the 9. Use professional design software to format the 
proposal, ensuring it is visually appealing and adheres to 
your brand guidelines. Include graphics, charts, and 
images where appropriate to enhance readability and 
engagement.

10. Carefully proofread the entire proposal to eliminate 10. Carefully proofread the entire proposal to eliminate 
any spelling or grammatical errors. Review the content to 
ensure it addresses all client requirements and presents a 
clear, compelling case for your services.

11. Follow the submission guidelines specified in the RFP 11. Follow the submission guidelines specified in the RFP 
to ensure the proposal is delivered on time and in the 
correct format. Confirm receipt with the client and 
provide any additional information or clarification if 
requested.
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Task |Maintaining and 
Updating the Agency's 
CRM System
Description of the Task: Ensure the 
agency’s CRM system is regularly updated 
with accurate client information, interactions, 
and project statuses. Use CRM data to track 
client preferences, forecast sales 
opportunities, and optimize client relationship 
management for enhanced collaboration 
and client satisfaction.and client satisfaction.

1. Log in to the CRM system using the appropriate 
credentials. Ensure you have the necessary permissions to 
view, add, and modify client records and data.

2. Regularly review the existing client records to ensure all 
information is up-to-date and accurate. This includes 
contact details, company information, communication 
history, and project statuses.

3. Promptly update any changes in client contact 3. Promptly update any changes in client contact 
information, such as email addresses, phone numbers, 
and job titles. Verify the accuracy of the information 
through reliable sources or direct communication with 
clients.

4. Document all client interactions, including emails, 4. Document all client interactions, including emails, 
phone calls, meetings, and any other communication. 
Include key details such as the date, time, participants, 
and main points discussed. This ensures a comprehensive 
record of client engagement.

5. Monitor the status of leads and update their progress 5. Monitor the status of leads and update their progress 
within the CRM system. This includes moving leads 
through various stages of the sales funnel, from initial 
contact to proposal submission and contract negotiation.

6. Enter and update details of ongoing and completed 
ad campaigns and projects. Include information on 
campaign objectives, timelines, deliverables, budgets, 
and performance metrics. This helps track project 
progress and outcomes.

7. Set reminders and follow-up tasks for key dates and 7. Set reminders and follow-up tasks for key dates and 
client interactions, such as meetings, deadlines, and 
follow-up calls. This ensures timely communication and 
helps maintain strong client relationships.

8. Upload relevant documents, such as proposals, 8. Upload relevant documents, such as proposals, 
contracts, briefs, and reports, to the CRM system. 
Organize these files in a structured manner, ensuring they 
are easily accessible for future reference.

9. Use the CRM’s analytics and reporting tools to 9. Use the CRM’s analytics and reporting tools to 
generate insights on client behavior, campaign 
performance, and sales trends. This data can inform 
strategic decisions and help optimize future ad 
campaigns.

10. Ensure all client data is stored securely within the 10. Ensure all client data is stored securely within the 
CRM system, adhering to data protection regulations and 
company policies. Regularly update passwords and use 
multi-factor authentication where possible.

11. Perform regular maintenance checks on the CRM 11. Perform regular maintenance checks on the CRM 
system, such as cleaning up duplicate records, archiving 
inactive clients, and updating system settings. This helps 
maintain the efficiency and accuracy of the CRM.

12. Assist team members with any questions or issues 12. Assist team members with any questions or issues 
they may have with the CRM system. Offer training 
sessions to ensure everyone is proficient in using the CRM 
effectively.
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Task |Supporting Sales 
Presentation Creation
Description of the Task: Assist in developing 
visually compelling sales presentations that 
effectively communicate the agency’s 
advertising services, unique selling points, 
and campaign results. Collaborate with the 
sales team to tailor presentations to client 
needs, showcasing innovative strategies and 
impactful creative solutions.impactful creative solutions.

1. Begin by gathering information on the presentation’s 
goals, target audience, and key messages. Discuss with 
the sales team to clarify the purpose, desired outcomes, 
and any specific requirements.

2. Gather all relevant data, including market research, 2. Gather all relevant data, including market research, 
client case studies, campaign performance metrics, and 
industry trends. Ensure you have access to brand assets 
such as logos, color schemes, and fonts to maintain 
brand consistency.

3. Create a detailed outline for the presentation, 3. Create a detailed outline for the presentation, 
organizing it into sections such as introduction, problem 
statement, proposed solution, case studies, and 
conclusion. Ensure the flow is logical and compelling.

4. Write the content for each slide, focusing on clear and 4. Write the content for each slide, focusing on clear and 
concise messaging. Highlight key points that resonate 
with the target audience, using industry-specific 
terminology and persuasive language. Ensure that the 
content addresses the client's pain points and showcases 
the agency's value proposition.

5. Use design software such as PowerPoint, Keynote, or 
Canva to create visually appealing slides. Incorporate 
high-quality images, graphics, and infographics to make 
the presentation engaging. Adhere to the brand’s visual 
identity, using consistent fonts, colors, and styles.

6. Integrate relevant case studies and client testimonials 6. Integrate relevant case studies and client testimonials 
to build credibility and demonstrate the agency's success. 
Use real data and visual elements like charts and graphs 
to highlight positive outcomes and ROI.

7. Incorporate interactive elements such as videos, ani-7. Incorporate interactive elements such as videos, ani-
mations, and clickable links to enhance the presentation. 
Ensure these elements are seamlessly integrated and 
function correctly during the presentation.

8. Carefully proofread the presentation to correct any 
spelling, grammar, or formatting errors. Review the con-
tent for clarity, accuracy, and relevance. Seek feedback 
from the sales team and make any necessary revisions.

9. Create supplementary materials such as handouts, de-
tailed reports, or brochures that can be shared with the 
client after the presentation. Ensure these materials align 
with the presentation content and provide additional in-
sights.

10. Coordinate practice sessions with the sales team to 
ensure smooth delivery. Provide tips on pacing, emphasis, 
and body language. Make adjustments to the slides 
based on feedback from the practice sessions.

11. Once the presentation is finalized, save it in multiple 11. Once the presentation is finalized, save it in multiple 
formats (e.g., PDF, PPTX) and ensure it is easily accessible. 
Share the final version with the sales team and any other 
stakeholders involved.

25www.outsourceaccess.com

Advertising - Sales



FI
N

A
N

CE



Task |Reconciling Monthly 
Accounts and Generating 
Reports
Description of the Task: Reviewing and 
balancing the agency's financial transactions 
to ensure accuracy and consistency in the 
accounts. By generating detailed financial 
reports, it provides critical insights into the 
agency's financial health, aiding in strategic 
decision-making and maintaining fiscal 
responsibility. Accurate reconciliation is 
essential for identifying discrepancies, 
managing cash flow, and preparing for 
audits.

1. Collect all necessary financial statements for the 
month, including bank statements, credit card statements, 
and any other relevant documents.

2. Ensure all financial transactions for the month are 
accurately recorded in the accounting software or ledger, 
including income, expenses, and any other financial 
activities related to advertising campaigns.

3. Compare each transaction recorded in the accounting 3. Compare each transaction recorded in the accounting 
software with the corresponding entries in the financial 
statements to verify accuracy and completeness.

4. Compare the bank statement with the recorded 
transactions in the accounting software. Identify and 
resolve any discrepancies, such as missing deposits or 
unexplained withdrawals.

5. Perform a similar reconciliation process for credit card 5. Perform a similar reconciliation process for credit card 
statements. Verify that all charges and payments are 
correctly recorded in the accounting records.

6. Identify outstanding checks, deposits in transit, or any 
other pending transactions. Make adjustments in the 
accounting records to reflect these items accurately.

7. Make necessary adjusting journal entries to correct 
errors or account for accruals, deferrals, and other 
adjustments required for accurate financial reporting.

8. Verify that all customer payments and outstanding 
invoices are properly recorded and reconciled in the 
accounts receivable ledger.

9. Ensure all vendor bills and payments are accurately 9. Ensure all vendor bills and payments are accurately 
recorded and reconciled in the accounts payable ledger. 
Verify there are no outstanding or incorrect entries.

10. Produce comprehensive monthly financial reports, 
including the balance sheet, income statement, cash flow 
statement, and any other relevant reports specific to 
advertising expenditures.

11. Analyze the financial reports to identify trends, 11. Analyze the financial reports to identify trends, 
variances, and areas requiring further investigation or 
action. Focus on advertising campaign budgets, 
expenditures, and return on investment metrics.

12. Prepare a summary report summarizing key financial 
metrics, significant findings, and recommendations for 
management or stakeholders in the advertising industry.

13. Distribute the financial reports and summary to 13. Distribute the financial reports and summary to 
relevant stakeholders, ensuring they have the information 
needed for informed decision-making and strategic 
planning related to advertising budgets and expenditures.
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Task |Processing Media 
Buy and Production 
Invoices
Description of the Task: Verifying and 
authorizing payments for all media purchases 
and production expenses. This task ensures 
that the agency's financial obligations to 
media vendors and production partners are 
met promptly and accurately. Efficient 
handling of invoices is vital for maintaining 
good relationships with vendors, avoiding 
late fees, and keeping the agency's financial 
records up to date.

1. Begin by collecting all incoming invoices from media 
vendors and production suppliers involved in ongoing 
advertising campaigns. Organize them chronologically or 
by project to facilitate efficient processing.

2. Thoroughly review each invoice to ensure accuracy in 2. Thoroughly review each invoice to ensure accuracy in 
terms of services provided, quantities, rates, applicable 
taxes, and any discounts or credits applied. Verify that the 
charges align with the terms outlined in the respective 
media buying contracts or production agreements.

3. Compare each invoice against the corresponding 3. Compare each invoice against the corresponding 
signed contracts or agreements to confirm that all billed 
services and costs are within the agreed scope. This step 
helps prevent overbilling or discrepancies that may arise 
from misunderstandings or changes in project 
requirements.

4. Enter the invoice details meticulously into the agency's 4. Enter the invoice details meticulously into the agency's 
accounting software or financial management system. 
Allocate costs to the appropriate advertising campaigns 
or projects based on budget allocations and expense 
categories defined in the contracts.

5. Present the processed invoices to authorized personnel 
within the agency for approval. Obtain necessary 
sign-offs to ensure that payments are authorized and 
aligned with budgetary guidelines and project timelines.

6. Promptly address any discrepancies or billing errors 6. Promptly address any discrepancies or billing errors 
identified during the verification process. Communicate 
with vendors or suppliers to resolve discrepancies and 
ensure accurate invoicing before proceeding with 
payment processing.

7. Allocate costs across different advertising campaigns 7. Allocate costs across different advertising campaigns 
or projects according to predefined budget allocations. 
Maintain detailed records of expenditure categories to 
track and manage campaign expenses effectively.

8. Arrange timely payments for approved invoices within 8. Arrange timely payments for approved invoices within 
the agreed payment terms. Coordinate with the agency's 
finance department or accounts payable team to 
schedule payments that maintain positive vendor 
relationships and avoid late fees.

9. Maintain organized documentation of all processed 9. Maintain organized documentation of all processed 
invoices, including contracts, approvals, and payment 
records. Archive these documents systematically for easy 
retrieval during audits or for reference in future campaign 
planning.

10. Compile comprehensive expenditure reports detailing 10. Compile comprehensive expenditure reports detailing 
media buy and production costs incurred across various 
campaigns. These reports provide valuable insights into 
budget utilization, campaign performance, and 
forecasting for future advertising initiatives.
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Task |Handling Employee 
Reimbursements for Travel 
and Entertainment
Description of the Task: Managing the 
reimbursement process for employees' travel 
and entertainment expenses, ensuring that all 
claims are compliant with company policies. 
Accurate and timely processing of 
reimbursements helps maintain employee 
satisfaction, adherence to budgetary 
constraints, and proper tracking of 
operational expenses. It is crucial for 
maintaining transparency and accountability 
in the agency's financial practices.

1. Begin by collecting all receipts and documentation 
from employees related to travel and entertainment 
expenses incurred during business activities. Ensure 
receipts are legible, itemized, and compliant with 
company expense policies.

2. Review each expense item against company policies 2. Review each expense item against company policies 
and guidelines to verify eligibility for reimbursement. 
Ensure expenses are incurred for legitimate business 
purposes related to advertising campaigns, client 
meetings, or industry events.

3. Categorize each expense item based on its nature, 3. Categorize each expense item based on its nature, 
such as transportation, lodging, meals, client 
entertainment, or event attendance fees. Align expenses 
with predefined budget categories to facilitate accurate 
accounting and reporting.

4. Assist employees in completing reimbursement forms 4. Assist employees in completing reimbursement forms 
accurately and comprehensively. Include necessary details 
such as date of expense, purpose, client or campaign 
associated, and any required approvals or supporting 
documentation.

5. Allocate expenses to the appropriate advertising 
campaign or client project codes within the accounting or 
expense management system. Ensure expenses are 
charged to the correct cost centers or client accounts as 
per project-specific budgets.

6. Ensure all reimbursable expenses comply with 6. Ensure all reimbursable expenses comply with 
company policies, industry standards, and tax regulations. 
Flag any discrepancies or policy violations for review and 
clarification with employees or management as needed.

7. Submit completed reimbursement requests for 7. Submit completed reimbursement requests for 
approval by designated supervisors or finance personnel. 
Obtain necessary approvals to validate expenses and 
ensure compliance with budgetary constraints and 
reimbursement policies.

8. Coordinate with the finance department or accounts 8. Coordinate with the finance department or accounts 
payable team to process approved reimbursements 
promptly. Ensure payments are disbursed in accordance 
with company timelines and employee expectations.

9. Maintain accurate records of all reimbursed expenses, 9. Maintain accurate records of all reimbursed expenses, 
including receipts, reimbursement forms, approvals, and 
payment confirmations. Archive documents securely for 
audit purposes and future reference.

10. Generate periodic expense reports summarizing 10. Generate periodic expense reports summarizing 
travel and entertainment expenditures across projects or 
departments. Analyze trends, variances, and spending 
patterns to support budget forecasting and cost 
management strategies.
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Task |Generating Client 
Invoices & Costing 
Advertising Projects
Description of the Task: Preparing detailed 
billing statements for clients based on the 
services provided and project costs incurred. 
This task ensures that the agency is 
compensated fairly for its work and that 
clients receive clear, accurate, and timely 
invoices. Proper invoicing and project costing 
are essential for maintaining cash flow, client 
trust, and profitability.

1. Begin by reviewing project details, including scope, 
timelines, and deliverables. Gather all relevant 
documentation such as contracts, purchase orders, and 
client agreements to ensure accurate invoicing.

2. Analyze project costs incurred during the campaign, 2. Analyze project costs incurred during the campaign, 
including expenses for creative development, media buys, 
production costs, and any third-party services. Allocate 
costs to specific project phases or tasks based on budget 
allocations and expense categories.

3. Utilize accounting software or spreadsheets to track all 3. Utilize accounting software or spreadsheets to track all 
project-related expenses in real-time. Categorize 
expenses under appropriate cost centers or client 
accounts to facilitate accurate costing and invoicing.

4. Record billable hours for team members and 4. Record billable hours for team members and 
freelancers involved in the project. Use time tracking tools 
or timesheets to document hours spent on creative 
development, client meetings, production, and other 
project activities.

5. Generate client invoices based on agreed-upon terms 5. Generate client invoices based on agreed-upon terms 
and billing schedules. Include detailed breakdowns of 
costs, itemized expenses, and applicable taxes. Ensure 
invoices reflect accurate project costs and align with 
client-approved estimates.

6. Review draft invoices for accuracy and completeness. 
Seek approval from project managers or account 
supervisors to ensure invoices comply with client contracts 
and billing agreements.

7. Format invoices professionally, incorporating the 7. Format invoices professionally, incorporating the 
agency’s branding and client-specific requirements. 
Include relevant project details, billing contact 
information, and payment instructions to facilitate prompt 
payment processing.

8. Distribute invoices to clients through designated 8. Distribute invoices to clients through designated 
channels, such as email or client portals. Confirm receipt 
with clients and provide any additional documentation or 
support as requested. Follow up on overdue invoices to 
expedite payment and maintain positive client 
relationships.

9. Maintain organized records of all issued invoices, 9. Maintain organized records of all issued invoices, 
payment receipts, and correspondence related to billing. 
Archive documents securely for future reference, audits, 
and financial reporting purposes.

10. Generate financial reports summarizing billed 10. Generate financial reports summarizing billed 
revenue, outstanding invoices, and project profitability. 
Analyze billing trends, client payment patterns, and 
project profitability to support financial forecasting and 
decision-making.
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Task |Tracking Project 
Budgets & Costs for Ad 
Campaigns
Description of the Task: Monitoring and 
managing the financial aspects of advertising 
projects to ensure they stay within budget. 
This task includes recording expenses, 
forecasting costs, and providing financial 
insights to project managers. Effective budget 
tracking is crucial for optimizing resource 
allocation, maximizing ROI, and delivering 
successful ad campaigns without financial 
overruns.

1. Begin by reviewing the approved project budget 
provided by the client or internal stakeholders. 
Understand budget constraints, allocation for different 
campaign elements (such as creative development, 
media buys, production), and any contingency provisions.

2. Allocate the approved budget across different project 2. Allocate the approved budget across different project 
phases or campaign components. Break down the 
budget into specific categories, such as media costs, 
creative fees, third-party services, and miscellaneous 
expenses.

3. Utilize accounting software or budget tracking tools to 3. Utilize accounting software or budget tracking tools to 
monitor project expenses in real-time. Record all 
expenditures related to the campaign, including invoices 
for creative services, media placements, production costs, 
and incurred expenses.

4. Estimate costs for upcoming project activities based on 4. Estimate costs for upcoming project activities based on 
historical data, vendor quotes, and industry benchmarks. 
Validate cost estimates against the allocated budget to 
ensure financial feasibility and alignment with client 
expectations.

5. Regularly monitor actual expenses against the 
allocated budget. Compare expenditures to budgeted 
amounts for each project phase or campaign milestone. 
Identify any budget overruns or underutilized funds early 
to take corrective action.

6. Obtain approvals for project-related expenses from 6. Obtain approvals for project-related expenses from 
project managers or supervisors. Maintain accurate 
documentation of approved expenses, including 
purchase orders, invoices, and payment receipts.

7. Forecast remaining budget allocations based on 7. Forecast remaining budget allocations based on 
current spending patterns and anticipated expenses. 
Adjust budget allocations as needed to accommodate 
changes in project scope, client requests, or unforeseen 
costs.

8. Generate financial reports detailing project 8. Generate financial reports detailing project 
expenditures, budget variances, and overall campaign 
costs. Provide regular updates to stakeholders on budget 
performance, highlighting any significant deviations or 
financial risks.

9. Collaborate with project teams, vendors, and clients to 9. Collaborate with project teams, vendors, and clients to 
ensure alignment on budgetary goals and expenditure 
management. Communicate budget updates, 
cost-saving opportunities, and financial insights to 
relevant stakeholders.

10. Conduct post-campaign analysis to evaluate actual 10. Conduct post-campaign analysis to evaluate actual 
vs. budgeted expenses, campaign effectiveness, and 
return on investment (ROI). Document key learnings and 
recommendations for future budget planning and 
optimization.

30www.outsourceaccess.com

Advertising - Finance



H
R

 &
 R

EC
R

U
IT

M
EN

T



Task |Checking Retention 
Bonus for Employees
Description of the Task: Verifying the 
eligibility and fulfillment of bonuses offered to 
retain key talent within an advertising agency. 
This task ensures that employees receive 
incentives promised for staying with the 
company, aligning with strategic efforts to 
reduce turnover and maintain a skilled 
workforce.workforce.

1. Begin by thoroughly reviewing the company's retention 
bonus policy document. Pay close attention to eligibility 
criteria such as tenure requirements, performance 
metrics, and any specific conditions or exceptions that 
apply.

2. Obtain access to relevant employee records from the 2. Obtain access to relevant employee records from the 
HR department or personnel files. Gather information 
including hire dates, performance reviews, and any 
documentation related to bonuses or incentives.

3. Create a structured checklist or criteria sheet based on 3. Create a structured checklist or criteria sheet based on 
the policy guidelines. List out the specific requirements 
each employee must meet to qualify for the retention 
bonus.

4. Check the current employment status of each eligible 4. Check the current employment status of each eligible 
employee. Ensure they are still actively employed and 
have not submitted a resignation or termination notice 
that would disqualify them from receiving the bonus.

5. Review performance evaluations and records to assess 5. Review performance evaluations and records to assess 
whether eligible employees meet or exceed the 
performance standards set forth in the policy. This may 
include metrics such as productivity, client satisfaction 
ratings, or project milestones.

6. Validate that each eligible employee has completed 
the required tenure or service period specified in the 
retention bonus policy. Calculate their exact length of 
service accurately.

7. Determine the appropriate bonus amount for each 7. Determine the appropriate bonus amount for each 
eligible employee. Consider factors such as their tenure, 
performance ratings, and any other qualitative or 
quantitative metrics outlined in the policy.

8. Compile all necessary documentation for the retention 
bonuses. This typically includes:
 a.  A summary sheet listing eligible employees.
 b.  Calculation sheets showing how each bonus      b.  Calculation sheets showing how each bonus     
   amount was determined.
 c.  Approval forms signed by relevant managers or HR  
   personnel.
 d.  Clear instructions for payroll on how to process the  
   bonuses.

9. Present the documentation package to the appropriate 9. Present the documentation package to the appropriate 
stakeholders for review and approval. This may involve 
submitting the package to HR managers, department 
heads, or executives depending on the company's 
approval process.

10. Collaborate closely with the payroll department to 10. Collaborate closely with the payroll department to 
ensure seamless processing of the approved bonuses. 
Provide payroll with accurate information and timelines to 
ensure bonuses are disbursed correctly and on time.

11. Maintain meticulous records of the entire process, 11. Maintain meticulous records of the entire process, 
including approvals and communications with employees 
and stakeholders. Archive documents securely for future 
reference and audit purposes.

12. Once bonuses are processed, communicate with 12. Once bonuses are processed, communicate with 
eligible employees to inform them of the bonus amount, 
payment date, and any relevant details. This helps 
maintain transparency and reinforces employee morale 
and loyalty.
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