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PR Firms - Marketing

Task | Conducting SEO
Optimization and
Keyword Research for PR
Campaigns

Description of the Task: Optimizing PR
campaign content by researching relevant
keywords and implementing SEO strategies
to increase visibility and ranking on search
engines. It ensures that press releases,
articles, and other PR materials reach the
target audience effectively by appearing in
relevant searches. SEO optimization is crucial
for amplifying the impact of PR campaigns
and enhancing brand reputation.

1. Begin by opening the designated keyword research
document, typically an Excel sheet or SEO tool report,
that lists the target keywords relevant to your PR
campaigns.

2. Review the keywords listed, focusing on those most
relevant to the current PR campaign. Pay special attention
to long-tail keywords and phrases that align with the
campaign's messaging and target audience.

3. For each keyword, perform a Google search to
analyze the top-ranking results. Examine how competitors
and industry leaders are using these keywords in their
content, paying ottention to titles, meta descriptions, and
content structure.

4. ldentify any featured snippets, knowledge panels, or
other SERP (Search Engine Resulis Page) features that
appear for your keywords. Note how the content is
structured and consider how to optimize your PR content
to capture these features.

5. For any competitor that ranks highly for your target
keywords, click through to their website. Analyze their
content strategy, looking for effective use of keywords,
backlinks, and internal linking. Pay attention to their
call4o-action buttons and user engagement strategies.

6. Based on your findings, update your PR confent fo
better align with SEO best practices. This may include
revising headlines, adding keyword-rich subheadings,
optimizing meta tags, and incorporating relevant
keywords naturally throughout the content.

7. After optimizing content, track the performance of your
keywords by regularly updating your keyword ranking
document. Monitor any shifts in ranking and adjust your
strategy as needed.

8. Ensure that all press releases, blog posts, and other PR
materials incorporate the researched keywords. This will
help improve visibility and ranking across various search
engines.

10. Compile a report summarizing your SEO efforts and
keyword research. Share this with your team or clients,
highlighting any improvements in search rankings and
recommending further SEO actions.

11. SEO is an ongoing process. Continue to monitor
keyword performance and search trends, making
adjustments to your PR campaigns to maintain and
improve search visibility over time.

www.oulsourceaccess.com
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PR Firms - Marketing

Task |Expanding LinkedIn
Contacts for PR Outreach
Description of the Task: Identifying and

connecting with key journalists, influencers,
and industry leaders who can boost your PR

campaigns. By growing a strategic network,
you increase opportunities for media
placements, partnerships, and broader reach.
This task is essential for strengthening
relationships and enhancing visibility in the
industry.

1. Begin by logging into the designated LinkedIn account
used for PR outreach. Ensure that you are using the
correct credentials to avoid any access issues.

2. Once inside the account, locate LinkedIn's search bar
at the top of the page. This is your primary tool for
identifying potential connections within the industry.

3. Start by identifying the C-suite titles or relevant roles
that align with your PR outreach goals. Titles like Chief
Marketing Officer (CMQO), Chief Communications
Officer {CCQ), Public Relations Director, or Media
Relations Manager are key targets for outreach in the PR
industry.

4. Enter the identified fitles info the LinkedIn search bar.
Use variations of these titles to ensure you capture o
broad range of professionals within your target audience.

5. Once the search results appear, use LinkedIn's filters to
narrow down the results fo second-degree and
third-degree connections. This allows you to reach out to
individuals who are not directly connected to you but are
within your extended network.

6. Go through the filtered list of professionals, reviewing
their profiles fo ensure they are relevant to your PR
outreach efforts. Focus on those who work within
industries or organizations that align with your PR
campaigns.

7. Click the "Connect" button on each profile to send a
connection request. Always personalize the invitation by
clicking "Add a Note." In the message box, briefly
intfroduce yourself and explain the purpose of connecting,
emphasizing any mutual inferests or industry relevance.

8. Aim to send connection requests to at least 50 or more
relevant professionals daily. Maintain a balance between
quantity and quality, ensuring that each connection is
meaningful for your PR obijectives.

9. Keep a record of your outreach efforts by documenting
the number of connections made, the fitles targeted, and

any notable interactions. This will help you track progress

and refine your strategy over time.

10. After new confacts accept your connection requests,
engage with them by liking, commenting on, or sharing
their posts. This helps build rapport and keeps you on
their radar for future PR opportunities.

11. Once you have completed your daily outreach, log
out of the LinkedIn account to ensure security and privacy.
Double-check that all tasks are complete before exiting.

www.oulsourceaccess.com
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PR Firms - Marketing

Task |Managing the PR
Firm’s YouTube Account

Description of the Task: Managing the PR
firm’s YouTube account includes uploading
and organizing videos, optimizing video
descriptions with keywords, and ensuring
content aligns with ongoing PR campaigns.
This fask is vital as YouTube serves as a
powerful platform for visual storytelling, client
promotion, and enhancing public perception
through multimedia.

1. Launch Filmora? on your computer by double-clicking
the application icon. This will open the video editing
inferface where you can begin your editing process.

2. Drag and drop the Intro Video, Main Video, and
Outro Video files into the media library panel of
Filmora?. Once the files appear in the media library,
drag them from there onto the timeline at the bottom of
the Filmora® workspace.

3. Place the Intro Video on Track 1 of the timeline. Follow
this with the Main Video on Track 2, and then the Outro
Video on Track 3. Ensure that the clips are arranged in
the correct sequence for a smooth video flow.

4. Use the “Cut” tool or the “Trim” feature to remove any
unnecessary scenes or segments from each video clip.
Focus on creating smooth transitions:

a. Edit the end of the Infro Video to align with the
beginning of the Main Video.

b. Cut near the end of the Main Video to transition
seamlessly into the Outro Video. Review the entire
sequence fo ensure there are no abrupt cuts or
awkward transitions.

5. Click the “EXPORT” button located at the top of the
Filmora? interface. Select the appropriate file format and
resolution for your video. Enter a descriptive name for the
video file and choose a destination folder on your
computer. Click “EXPORT” again to start the rendering
process. Wait for Filmora9 to finish exporting the video,
which may take a few minutes depending on the video's
length and complexity.

6. While the video is exporting, open your web browser
and sign in fo your YouTube account.

7. Click on your profile icon in the top right comer of the
YouTube homepage. From the dropdown menu, select
“YouTube Studio” to enter the video management
section.

8. In YouTube Studio, click the “Create” button, usually
located in the top right corner, and select “Upload
videos” from the dropdown options. A new window will
appear allowing you to drag and drop the video file or
select it from your computer. Choose the video file you
exported from Filmora9.

9. As the video uploads, enter the video title, description,
and tags in the provided fields. Ensure that the description
includes: “This is an international crisis communications
agency that helps clients press the truth, seize the
initiative, and triumph in the court of public opinion.
Learn more at [website link]” as the closing line. Add any
relevant tags or keywords to help with searchability.

10. Select a thumbnail image from the options provided
by YouTube. You can choose from auto-generated
thumbnails or upload a custom image if preferred. The
thumbnail will be the first visual representation viewers
see.

11. In the "Audience” section, select “No, it's not made
for kids” if the content is not specifically targeted at a
younger audience. This sefting ensures the video
complies with YouTube's content guidelines.

12. Click “Next” to proceed through the video's
additional settings, such as video elements and
monetization (if applicable). Review the settings on the
“Visibility” page, choose “Public” to make the video
available to everyone, and then click “Publish” to finalize
the upload.

13. Once the video is published, consider logging out of
your YouTube account fo ensure your session is secure.

www.oulsourceaccess.com
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PR Firms - Marketing

Task |ldentifying Potential
Crisis Clients via Google
Search

Description of the Task: Proactively
searching for companies or individuals facing
potential public relations crises using Google
and other tools. By identifying potential crisis
clients, a PR firm can offer timely services that
help manage and mitigate negative publicity,
showcasing the firm's expertise in crisis
management.

Google News Page

1. Open your web browser and enter the link for Google
News into the Google search engine or navigate directly
to the Google News page.

2. Once on the Google News page, locate the sidebar
on the left side of the interface. Scroll down to find the
language and region seftings. Set the language to English
and the region to United States to ensure you are
accessing relevant news for the target market.

3. In the search bar at the top of the Google News page,
input relevant keywords associated with potential crisis
scenarios. These keywords might include terms like
"lawsuit," "scandal," "investigation," or "controversy,"
depending on the specific area of crisis you are targeting.

4. Click on the drop-down arrow next to the search bar
to open filter options. Set the date range to the past week
or month to view the most recent news. This helps in
icden’rifying emerging crises that might be of inferest to the
irm.

5. Examine the filtered search results for news articles
related 1o significant legal or public relations issues
involving companies or organizations. Look for articles
highlighting companies facing potential reputational
damage or legal challenges.

Equal Employment Opportunity Commission
(EEOC)

1. Open a new tab in your browser and go to the Equal
Employment Opportunity Commission (EEOC) official
website.

2. On the EEOC website, locate the main menu or
navigation bar. Click on the “About EEOC” section and
then select the “Newsroom” category from the dropdown
menu. This section contains updates and press releases

from the EEOC.

3. Browse through the news fitles and press releases. Pay
particular attention to headlines mentioning EEOC
lawsuits or legal actions against companies. These titles
can indicate companies that are currently involved in
legal disputes or employment-related crises, which might
be potential clients for crisis management services.

4. For each relevant news article or press release, note
down the company names and details about the crisis
situation. This information can be used to assess whether
the company could benefit from crisis communication
and public relations strategies.

5. Investigate further if needed by searching additional
news sources or the company's own press releases o
gather more context about the situation. This will help in
understanding the full scope of the crisis and preparing
tailored PR strategies.

www.oulsourceaccess.com
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PR Firms - Marketing

Task |Searching for
Contact Details for PR
Ouvutreach

Description of the Task: Researching and
compiling accurate contact information for

journdlists, influencers, and media outlets
relevant to PR campaigns. It's essential for
ensuring that outreach efforts reach the right
people, which is critical for securing media
coverage and effectively communicating
client messages.

Contact Details Search (Word)

1. Start by turning on all email finder tools you have at
your disposal. Ensure these tools are pinned fo your
browser or desktop for quick and easy access. Common
tools include Hunter.io, Clearbit, and VoilaNorbert,
among others.

2. Use the LinkedIn search function to find the profile of
the person you are fargeting. Apply a precise search
formula to improve accuracy: enter the full name of the
individual {excluding middle names or initials), followed
by the keyword “LinkedIn,” and then the company name
they are affiliated with. For example, input “John Doe
LinkedIn Company XYZ" to locate their profile.

3. Once you have identified the correct LinkedIn profile,
click on the profile to view more details. This will help
confirm that you have the right individual and provide
additional context about their role and company.

4. Employ your Google extension or email search tool to
extract the email address from the LinkedIn profile. The
extension or fool will scan the profile and related web
pages fo provide possible email addresses associated
with the individual.

5. Copy the email address provided by the tool and paste
it info your contact management document, whether it's
a Word file or Excel spreadsheet. This document should
be organized for your Lead Generation tasks, including a
list of potential crisis clients.

Contact Details Search (Excel)

1. Begin by opening the Excel spreadsheet titled
"Companies to Send Introduction Emails To." This
spreadsheet should already contain a list of organization
names, which will serve as a starting point for your
contact search.

2. For each organization listed, perform detailed Google
searches using industry-specific terms and the company
name. Search for:

i.  Gender of the primary contact

ii. Main point of contact or person responsible for
public relations or crisis management

iii. Title of the main contact

iv. Email address {use the sume method outlined in the
Contact Details Search (Word) section)

v. Phone number (search for contact defails via
company websites or directories)

vi. Website of the company (verify and update any
existing website URLs)

3. To locate the primary point of contact, use specific
search patterns like: "Name of organization + leadership
+ executive + administrative + team." For example, you
might search "XYZ Corporation leadership executive
administrative team" to find relevant personnel.

4. Paste the collected contact details, including email
addresses and phone numbers, into the appropriate fields
in your Excel spreadsheet. Ensure each entry is accurate
and up-to-date, organizing the information by company
and contact person for efficient outreach.

www.oulsourceaccess.com
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PR Firms - Sales

Task |Importing Contact
Details into HubSpot for
PR Campaigns

Description of the Task: Uploading and
organizing key contact information relevant to
PR campaigns into the CRM system. This
process ensures that all data is centrally
stored, facilitating efficient management of
media and client outreach efforts. Accurate
data importation is crucial for maintaining
up-fo-date contact records, which enhances
targeting and personalization in PR strategies.

1. Begin by creating a separate Excel file specifically for
the daily list of potential PR clients. Ensure that this list has
been reviewed and approved before proceeding with the
import. Organize the data into appropriate columns,
such as Name, Email, Company, Title, and any relevant
notes.

2. Navigate to HubSpot and log in using your designated
HubSpot credentials. This will direct you to the HubSpot
main dashboard, where you can access various CRM
functionalities.

3. Click on your profile icon or account name in the
upper right corner of the page and select "Go to My
Account" to access your HubSpot account settings and
tools.

4. In the HubSpot dashboard, locate and click on the
"Contacts' tab to open the contacts management area.
From this section, click on the "Import" button to start the
data import process.

5. Click the "Start an import" button to begin. Choose the
'File from computer' option and then press the "NEXT"
button to proceed with uploading your file.

6. Choose "One File" to upload your contact list in a
single file format. Click "NEXT" to continue.

7. Select "Multiple objects" when prompted and click
"NEXT." This allows you to import various types of
information, such as companies and contfacts.

8. Select "Companies, Contacts, and Notes' as the object
types you wish to import. Click "NEXT" to move forward.

9. Find and select the prepared Excel file from your
computer. Once the file is selected, wait for it to load
completely, and then click "NEXT" to begin the import
process.

10. Review the properties listed on the screen. Under the
"Website" column, click the dropdown arrow next to
"Website URL." If necessary, go back to select "Company
properties," then type in "company domain" and choose
the appropriate properly (e.g., "company domain name").
Double-check that all properties are correctly mapped,
and click "NEXT."

11. Agree to the import terms by checking the 'l agree"
checkbox. Click "Finish the import' to complete the
process and import the contact defails info HubSpot.

12. Ensure that the contacts page is set to display "100
per page' for easy review. Once all imported contacts are
visible, proceed to assign them as needed.

13. Select all imported contacts, click on "Assign," choose
the appropriate team member from the dropdown list
(e.g., a specific PR team member), and confirm the
assignment.

www.oulsourceaccess.com
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PR Firms - Sales

Task |Tagging Contact
Properties in the CRM for
Targeted PR Outreach

Description of the Task: Assigning specific
labels and categories to each contact based

on their aftributes, such as industry, role, or
engagement level. This segmentation allows
for more precise and effective targeting in PR
outreach efforts, ensuring that
communications are tailored to the needs
and interests of different media contacts and
stakeholders.

1. Collect comprehensive contact data from various
sources, including email communications, business cards,
CRM systems, and spreadsheets. Ensure that all relevant
information is compiled, such as names, job fitles,
companies, email addresses, phone numbers, and any
other pertinent defails.

2. Log in to the CRM system or contact management tool
where the contact information will be stored and
managed. Ensure you have the necessary permissions to
update and tag contact properties within the system.

3. Create a list of standardized tags or categories based
on relevant contact properties and roles. For PR outreach,
these tags might include categories such as "Client,"
"Media Contact," "Influencer," "Prospect,” "VIR" and
"Partner." Tailor these tags to align with your firm's specific
outreach strategies.

4. Import the collected contact data into the CRM system.
Verify that the data is correctly formatted and fields are
properly mapped to match the CRM's structure. Address
any import errors or discrepancies to ensure data integrity.

5. Begin the process of fagging each contact based on
available information. Assign initial tags related to job
roles, relationships to the firm, industry affiliations,
geographic location, and other relevant attributes. This
helps in organizing contacts for targeted PR outreach.

6. Conduct a thorough review of each contact’s
information to ensure accuracy and completeness. Check
that all required fields are filled out and that initial tags
are correctly applied. Correct any inaccuracies or missing
information as needed.

7. For contacts that do not fit info the predefined
categories, create and assign custom tags that reflect
their unique aftributes or potential roles. For example,
tags like "Potential Investor," "Event Attendee," or "Keynote
Speaker' can provide additional context for targeted PR
strategies.

8. Continuously update contact records with new
information and tags as they become available. Ensure
that all records are kept current to maintain the relevance
and accuracy of the tagging system. This helps in refining
PR outreach efforts and improving engagement
strategies.

9. Utilize the assigned tags to organize contacts into
specific groups or segments. This enables efficient filtering
and segmentation for targeted communications, allowing
for more personalized and effective PR outreach
campaigns.

10. Regularly audit the tagging system to ensure that tags
remain relevant and useful. Remove or merge redundant
tags, and update contact records to reflect any changes
in their status or relationship with the firm. This helps in
maintaining an organized and effective CRM system.

www.oulsourceaccess.com
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PR Firms - Sales

Task |Developing PR
Campaign Proposals for
Potential Clients

Description of the Task: Crafting detailed
plans and strategies to address the needs and
obijectives of potential clients. This process
involves outlining campaign goals, factics,
and expected outcomes, as well as providing
a clear value proposition. Well-developed
proposals are essential for demonstrating
expertise, securing new business, and
establishing strong client relationships.

1. Collect relevant information about the client, including
their brand identity, farget audience, business goals,
recent news, and competitive landscape. Review any
existing PR materials or previous campaign performance
to understand the client’s current positioning and needs.

2. Collaborate with the client or internal stakeholders to
establish clear, measurable objectives for the PR
campaign. These objectives might include increasing
media coverage, boosting brand awareness, driving
website traffic, or enhancing public perception.

3. Perform thorough research to identify key media
outlets, influencers, and industry trends relevant to the
client’s goals. Analyze the client’s competitors to
understand their PR strategies and identify opportunities
for differentiation.

4. Outline a strategic approach for the campaign,
including key messages, target audiences, and proposed
tactics. Determine the most effective PR channels to reach
the audience, such as press releases, media pitches,
events, or social media.

5. Draft a comprehensive campaign plan that includes
timelines, deliverables, and responsibilities. Detail the
specific PR activities to be executed, such as drafting press
materials, organizing media events, or conducting
outreach to journalists.

6. Prepare the PR campaign proposal document,
including an executive summary, campaign objectives,
strategy, and detailed plan. Include sections on
anticipated outcomes, budget estimates, and
measurement metrics to evaluate the campaign’s success.

7. Develop any supporting materials needed for the
proposal, such as visual aids, infographics, or sample
press releases. Ensure that these materials align with the
campaign’s messaging and enhance the overall
presentation of the proposal.

8. Review the proposal for accuracy, clarity, and
completeness. Make revisions based on feedback from
team members or stakeholders to ensure the proposal
meets the client’s needs and aligns with their
expectations.

9. Organize the proposal and supporting materials for
presentation to the client. Prepare a summary or pitch
that highlights the key aspects of the campaign, the
anficipated impact, and how the proposed strategy aligns
with the client’s objectives.

10. Submit the finalized PR campaign proposal to the
client. Follow up to address any questions or feedback
and make any necessary adjustments based on client
input. Ensure that the client has a clear understanding of
the proposal and the next steps in the campaign
development process.

www.oulsourceaccess.com
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PR Firms - Sales

Task | Curating Media
Contact Databases for
Press Ouireach

Description of the Task: Gathering and
organizing comprehensive lists of media
contads, including journalists, bloggers, and
influencers. This task is vital for effective press
outreach, as it ensures that PR materials are
directed to the most relevant and influential
media professionals. A well-maintained
database enhances the efficiency of media
pitching and increases the likelihood of
securing media coverage.

1. Establish criteria for the types of media contacts
needed, such as journalists, editors, influencers, and
industry experts. Specify relevant media outlets, such as
newspapers, magazines, online publications, blogs, and
broadcast channels.

2. Collect any existing media contact lists from infernal
sources or previous PR campaigns. Review and
consolidate these lists to identify contacts that are still
relevant and up-to-date.

3. Use media databases, industry directories, and online
search tools to identify new media contacts that align with
the defined criteria. Look for contacts within specific beats
or sectors relevant to the client’s industry or the upcoming
PR campaign.

4. Ensure the accuracy of the contact details by
cross-referencing information from multiple sources.
Confirm that email addresses, phone numbers, job titles,
and dffiliations are current and correct.

5. Categorize contadts based on their media outlet, beat,
location, and relevance to the campaign. Create distinct
groups for different types of outreach, such as news
media, trade publications, and digital influencers.

6. Input the curated contact information into the media
confact database or CRM system. Ensure that all fields
are correctly populated, including names, titles, outlets,
contact methods, and any additional notes on the
contact’s preferences or past interactions.

7. Apply relevant tags or labels to each contact to
facilitate targeted outreach. Include notes on the
confact’s areas of inferest, recent coverage, and preferred
methods of communication fo personalize future
inferactions.

8. Regularly update the media contact database to reflect
any changes in contact information or media outlet
status. Remove outdated or irrelevant contacts and add
new ones as necessary to keep the database current and
effective.

9. Use the organized media contact database to segment
and prepare targeted press lists for upcoming campaigns.
Ensure that each list is tailored to the specific focus of the
outreach to maximize engagement and effectiveness.

10. Conduct a final review of the media contact
database to ensure accuracy and completeness. Verify
that all entries are correctly categorized and that there are
no duplicate or missing entries.

www.oulsourceaccess.com
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PR Firms - Sales

Task | Compiling Client
Testimonials for PR Firm
Promotions

Description of the Task: Collecting and
organizing feedback and endorsements from
satisfied clients. This task is important for
showcasing the PR firm's successes and
credibility. Testimonials serve as powerful
social proof, helping to build trust with
potential clients and enhance the firm's
reputation in the industry.

1. Reach out to current and past clients to request
testimonials. Utilize existing client feedback from surveys,
reviews, and case studies. Gather information from client
interactions, such as emails and meetings.

2. Develop a standardized template for collecting
testimonials. Include fields for the client's name, company,
role, testimonial content, and any relevant details such as
project specifics or outcomes. This ensures consistency
and completeness.

3. Send personalized requests fo clients for their
testimonials. Provide them with the festimonial template or
specific questions to guide their feedback. Offer examples
of previous festimonials to illustrate the format and
content you're seeking.

4. Collect and organize the testimonials as they are
received. Store them in a central location, such as a CRM
system or a dedicated folder, for easy access and
reference. Ensure that all testimonials are saved in a
consistent format.

5. Review the festimonials for clarity, relevance, and
impact. Edit for grammar, punctuation, and brevity, while
ensuring the original meaning and sentiment are
preserved. Obtain client approval for any edits made.

6. Organize testimonials based on their focus areas, such
as specific services provided, industry, or client type. This
categorization helps in selecting the most relevant
testimonials for different promotional materials.

7. Format the testimonials for various promotional
materials, including website pages, social media posts,
press releases, and marketing brochures. Adapt the
length and style as needed for each platform while
maintaining the core message.

8. Integrate the formatted festimonials into existing PR firm
promotional materials. Ensure that testimonials are
appropriately placed to enhance the firm'’s credibility and
attract potential clients.

9. Regularly update the testimonial collection to include
recent feedback and new client experiences. Refresh
promotional materials periodically to keep festimonials
current and reflective of the firm's latest successes.

10. Conduct a final review of all compiled testimonials
and their placements in promotional materials. Ensure
accuracy, proper attribution, and alignment with the firm’s
branding and messaging before finalizing.

www.oulsourceaccess.com
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PR Firms - Operations

Task | Creating Process
Documentation

Description of the Task: Detailing the
procedures and workflows that guide various
PR activities, such as campaign execution and
media outreach. This task is crucial for
ensuring consistency, improving efficiency,
and providing a reference for training new
team members. Accurate process
documentation helps maintain high standards
and facilitates smooth operations within the
firm.

1. Start by clearly defining the purpose of the process
documentation. Specify the goals and benefits it will bring
to the PR firm. Identify the desired outcomes and the
value it adds fo the firm's operations. List all resources
required for each step, including tools, personnel, and
information, to ensure comprehensive coverage.

2. Gather all necessary information about the process
from start to finish. Identify the initial frigger that starts the
process and document each step in detail. Include the
sequence of adtivities, decision points, and specific
deliverables required ot each stage. Ensure that each step
is described clearly and logically to provide a complete
picture of the process.

3. Determine who will be responsible for each task within
the process. Define roles by job fitles rather than
individual names to maintain clarity and consistency.
Describe each role’s responsibilities and how they
contribute to the overall process. Include information on
any cross-functional teams or external stakeholders
involved.

4. Define key performance indicators (KPls) that will be
used to measure the effectiveness and efficiency of the
process. Document how these KPIs will be monitored and
evaluated. Include benchmarks or target metrics to gauge
the success of the process and ensure it aligns with the
firm's strategic goals.

5. Recognize that the process may encounter variations or
exceptions due to different scenarios or challenges.
Document potential exceptions and outline procedures to
handle these variations. Provide guidelines on how to
adapt the process to address unforeseen issues or
deviations effectively.

6. Create or reference any supporting documentation,
templates, or resources that are necessary for executing
the process. Include links fo relevant tools, forms, or
additional materials that team members might need.
Ensure that these resources are easily accessible and
infegrated info the process documentation.

7. Thoroughly review the documented process to ensure
accuracy and completeness. Validate that all steps are
clearly defined and that the documentation aligns with the
firm’s practices and standards. Conduct a fest run of the
process fo identify any gaps or missing elements. Gather
feedback from team members involved in the process
and make necessary adjustments.

8. Develop a visual representation, such as a flowchart or
diagram, to illustrate the process. Use visual aids to
enhance understanding and make it easier for feam
members to follow the steps. Ensure that the visual
representation accurately reflects the process and
complements the written documentation.

9. Finalize the process documentation by incorporating
any revisions from the review and testing phases. Format
the documentation professionally and ensure it is
accessible to all relevant team members. Communicate
the implementation of the new process to the team,
provide training or guidance, and ensure everyone
understands their roles and responsibilities.

10. Establish a schedule for reviewing and updating the
process documentation. Monitor the process’s
performance using the defined KPIs and gather feedback
from users fo identify areas for improvement. Update the
documentation as needed fo reflect changes in
procedures, technology, or organizational goals.

11. Implement a version control system fo track changes
and maintain an archive of previous versions of the
process documentation. This ensures that historical
changes are recorded and can be referenced if needed.
Keep the documentation up-to-date and organized to
facilitate easy retrieval and review.
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PR Firms - Operations

Task | Coordinating Media
Monitoring Reports

Description of the Task: Tracking and
analyzing media coverage related to clients
and the firm itself. This task involves

compiling data from various media sources,
generating comprehensive reports, and
identifying trends and insights. Effective media
monitoring is vital for evaluating the impact of
PR efforts, adjusting strategies, and keeping
clients informed about their media presence.

1. Begin by identifying the objectives of the media
monitoring report. Determine what specific aspects of
media coverage are being fracked, such as brand
mentions, sentiment analysis, or media reach.

2. Choose appropriate media monitoring fools or
platforms that align with the firm's needs and objectives.
Set up these tools to track relevant medic channels,
including online news, social media, blogs, and industry
publications.

3. Gather media coverage data from the selected
monitoring tools. This may involve exiracting reports,
summaries, or raw data from various sources. Ensure that
the collected data includes relevant details such as
publication dates, media outlets, article headlines, and
content summaries.

4. Organize the collected media coverage data into a
structured format. Categorize the data based on
predefined criteria such as media type, sentiment, topic,
or relevance.

5. Review and analyze the media coverage data to
identify frends, patterns, and key insights. Evaluate the
senfiment of the media mentions, assess the impact on
the firm's reputation, and determine the effectiveness of
current PR strategies.

6. Compile the analyzed data info a comprehensive
media monitoring report. Include an executive summary
highlighting key findings and insights. Provide detailed
sections covering media coverage volume, sentiment
analysis, top media outlefs, and notable mentions. Use
charts, graphs, and visuals to enhance the report's clarity
and impact.

7. Review the draft report for accuracy and completeness.
Ensure that all relevant data is included and presented
clearly. Make necessary revisions to improve the report's
readability and ensure that it meets the firm's standards
and objectives.

8. Share the finalized media monitoring report with
relevant stakeholders, such as PR team members, senior
management, or clients. Use email or a shared platform
to distribute the report, and include a brief overview or
highlights to facilitate quick understanding.

9. Collect feedback from stakeholders regarding the
media monitoring report. Assess their input to identify any
areas for improvement or additional information that may
be required. Adjust the reporting process or format as
needed based on the feedback received.

10. Maintain a record of previous media monitoring
reports for future reference. Document any changes in
reporting trends, methodologies, or metrics. Use this
historical data fo track progress over time and make
informed adjustments to media monitoring strafegies.

11. Periodically review and update the media monitoring
tools and criteria to ensure they remain effective and
relevant. Incorporate new media channels, adjust
keyword filters, or refine tracking parameters based on
evolving PR needs and industry trends.
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PR Firms - Operations

Task | Organizing Client
Media Kits

Description of the Task: Assembling and
managing materials such as press releases,
background information, and high-resolution

images that are used to promote clients. This
task ensures that media representatives have
easy access to the necessary resources for
accurate and effective coverage.
Well-organized media kits enhance the firm'’s
ability fo secure positive media affention and
support successful client campaigns.

1. Begin by reviewing the specific requirements and
preferences for each client's media kit. Understand the
key components that need to be included, such as
company background, press releases, high-resolution
images, executive bios, and confact information.

2. Collect all necessary materials for the media kit from
various sources. This may include:
a. Company Overview: Background information,
mission statement, and key achievements.
b. Press Releases: Recent announcements, news
updates, and media coverage.
c. High-Resolution Images: Logos, product photos,
and executive portraits.
d. Executive Bios: Professional biographies of key
personnel.
e. Contact Information: Media contact details and PR
team contacts.

3. Sort and categorize the collected materials into logical
sections. Create folders or sections for each component
of the media kit fo ensure easy access and organization.

Use clear and consistent naming conventions for each file

and folder.

4. Develop a visually appealing layout for the media kit.
Use design software or templates fo create a cohesive
and professional presentation. Ensure that the design
aligns with the client’s branding guidelines and includes
elements such as:
a. Cover Page: Client logo and title of the media kit.
b. Table of Contents: Easy navigation for the media kit
sections.
c. Content Sections: Organized areas for each
component, such as press releases, bios, and
images.

5. Format the collected materials according to the design
layout. Convert files info appropriate formats, such as
PDF, to ensure compatibility and ease of use. Compile all
sections into a single, cohesive media kit document or
package.

6. Conduct a thorough review of the media kit to check
for accuracy, consistency, and completeness. Proofread
all text for grammatical errors and ensure that all links,
images, and contact details are correct. Make necessary
revisions to improve the quality and professionalism of the
media kit.

7. Share the media kit with relevant media contacts,
clients, and stakeholders. Use appropriate channels for
distribution, such as email, press releases, or direct mail.
Provide clear instructions on how to access or use the
media kit.

8. Monitor the distribution and usage of the media kit to
assess ifs effectiveness. Gather feedback from recipients
to understand their experience and identify any areas for
improvement. Track media coverage or responses
resulting from the media kit distribution.
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PR Firms - Operations

Task |Handling Media
Inquiry Tracking

Description of the Task: Monitoring and
managing requests from journalists and
media outlets seeking information or
inferviews with clients. This task includes
logging inquiries, tracking responses, and
ensuring timely follow-ups. Efficient media
inquiry tracking is essential for maintaining
strong media relations, ensuring accurate
representation, and capitalizing on media
opportunities for clients.

1. Begin by sefting up a tracking system to manage
media inquiries. This can be a dedicated CRM,
spreadsheet, or a media monitoring tool. Ensure that the
system is configured to capture and categorize key details
about each inquiry.

2. Regularly monitor various media channels, including
emails, phone calls, social media, and press releases, to
identify incoming media inquiries. Utilize media
monitoring tools and alerts to stay updated on any
mentions or requests related to the client.

3. As media inquiries come in, log each one info the
tracking system. Include essential information such as:

a. Date and Time: When the inquiry was received.

b. Source: The media outlet or individual making the
inquiry.

c. Contfact Details: Name, email address, and phone
number of the media contact.

d. Inquiry Type: Nature of the request (e.g., interview
request, information about a press release, product
review).

e. Subject: Brief description of the inquiry fopic or
issue.

4. Categorize inquiries based on their type and
relevance. Assign priority levels fo each inquiry fo
determine which ones require immediate atfention.
Common categories include:

a. High Priority: Urgent requests, major media outlets.

b.  Medium Priority: Non-urgent but important

inquiries.
c.  Low Priority: Routine or less critical requests.

5. Route each inquiry to the appropriate team member or
department for response. Ensure that the assigned
individual has the necessary information and resources to
address the inquiry effectively. Include deadlines for
response if applicable.

6. Prepare and send responses to media inquiries in a
timely manner. Craft clear, professional, and concise
replies that address the media contact's questions or
requests. Ensure that all responses align with the client’s
messaging and communication guidelines.

7. Monitor the status of each inquiry and track the
progress of responses. Follow up with media contacts if
necessary to ensure that their needs have been met.
Update the tracking system with any new developments
or outcomes related to the inquiry.

8. Document any media coverage or outcomes resulting
from the inquiries. Record details such as publication
dates, arficles, and the nature of the coverage. Include
links or copies of the media coverage in the tracking
system for reference.

9. Periodically review and analyze the data from media
inquiries fo identify frends and patterns. Evaluate the
frequency of inquiries, types of requests, and the
effectiveness of responses. Use this information fo
improve future media inquiry handling.

10. Regularly update the tracking system to ensure that all
data is current and accurate. Make any necessary
adjustments to the system based on feedback and
changing needs. Ensure that the system remains an
effective tool for managing and tracking media inquiries.
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PR Firms - Operations

Task | Coordinating
Vendor Relations

Description of the Task: Managing
inferactions with external service providers,
such as graphic designers, printers, and event
organizers. This fask includes negotiating
contracts, overseeing project execution, and
ensuring deliverables meet the firm’s
standards. Strong vendor coordination
supports smooth operations, enhances the
quality of PR materials, and helps achieve
successful outcomes for client campaigns.

1. Start by identifying and listing all key vendors relevant
to the PR firm's operations. This includes media agencies,
printing services, event coordinators, and other service
providers.

2. Set up and maintain clear communication channels
with each vendor. This includes email, phone, and any
other preferred communication methods. Ensure that all
key points of contact are identified and their preferred
communication methods are recorded.

3. Regularly review existing vendor agreements and
contracts to ensure they are up-to-date and reflect current
terms and conditions. This includes payment terms,
service levels, and deliverables. Make any necessary
updates or renegotiations fo maintain favorable terms.

4. Schedule and coordinate regular meetings or
check-ins with vendors to discuss ongoing projects,
upcoming needs, and any issues that may arise. Prepare
agendas and meeting notes to ensure that all key topics
are covered and actionable items are tracked.

5. Monitor and manage vendor deliverables to ensure
they meet the agreed-upon timelines and quality
standards. Track progress on deliverables, address any
delays or issues promptly, and communicate updates to
relevant internal teams.

6. Conduct periodic evaluations of vendor performance
based on criteria such as quality of work, adherence to
deadlines, and responsiveness. Gather feedback from
infernal stakeholders who interact with the vendors and
use this information to assess and improve vendor
relationships.

7. Review and process vendor invoices in accordance
with the terms of the agreements. Ensure that invoices are
accurate and match the deliverables received.
Coordinate with the finance department to schedule and
process payments in a timely manner.

8. Act as a licison between the PR firm and vendors to
address any issues or disputes that may arise. Work to
resolve problems efficiently and professionally, ensuring
that both parties reach a satisfactory resolution.

9. Keep detailed and organized records of all vendor
inferactions, agreements, and performance evaluations.
Update records regularly to reflect any changes in vendor
status, contact information, or service offerings.

10. Develop and nurture strong relationships with key
vendors by mainfaining open communication, showing
appreciation for their work, and providing constructive
feedback. Building positive relationships can lead to
better service, preferential terms, and enhanced
collaboration.

11. Periodically review the overall vendor sirategy to
ensure it aligns with the PR firm's objectives and needs.
Adjust vendor relationships and strategies as necessary to
support changing requirements or business goals.
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PR Firms - Finance

Task |Managing Client
Billing and Invoicing

Description of the Task: Generating
detailed and accurate invoices for the PR
services provided, tracking payment statuses,
and ensuring timely collection of fees. This
task is crucial for maintaining a steady cash
flow, ensuring that the PR firm is properly
compensated for its work, and managing
financial relationships with clients.

1. Begin by reviewing client contracts and agreements to
confirm billing terms, payment schedules, and services
provided. Ensure you understand the scope of work,
payment milestones, and any special billing instructions
specified by the client.

2. Collect all relevant billing information, including hours
worked, project milestones achieved, and any additional
expenses incurred.

3. Create detailed invoices using accounting or invoicing
software. Include the following elements: a clear
description of the services provided, the dates of service,
itemized costs, applicable taxes, and total amount due.
Make sure to incorporate client-specific billing codes and
reference numbers where necessary.

4. Double-check all invoice details for accuracy. Ensure
that the services billed align with the contract terms and
that all caleulations are correct. Review the invoice
against time sheets and expense reports to confirm that
all billable items are included.

5. Distribute the invoice to the client through the preferred
communication channel, such as email or a client portal.

6. Monitor the status of the invoice using accounting
software or a manual tracking system. Follow up with
clients to confirm receipt and address any questions or
discrepancies they may have. Maintain a record of alll
communications related to the invoice.

7. Record received payments promptly and update the
invoice status to reflect payment. Send payment
reminders or follow-up notices if necessary, and manage
any late payments or overdue accounts in accordance
with firm policies.

8. Regularly reconcile accounts receivable to ensure that
all payments are accurately recorded and that any
discrepancies are resolved. Review aged accounts
receivable reports to identify any outstanding invoices or
overdue payments.

9. Prepare financial reports summarizing billing activities,
including tofal invoices issued, payments received, and
outstanding balances. Use these reports to provide
insights into the firm's financial health and to support
budget planning and forecasting.

10. Maintain organized records of all invoices and
payment receipts. Ensure that these records are stored
securely, either digitally or physically, to comply with
financial regulations and to facilitate future reference or
audits.

11. Periodically review the billing and invoicing processes
for efficiency and accuracy. Seek feedback from clients
and team members to identify areas for improvement and
implement any necessary changes to streamline the
billing workflow.
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PR Firms - Finance

Task | Tracking Retainer
Utilization

Description of the Task: Closely monitoring
how the funds from client retainer agreements
are being utilized across various PR services.
This involves maintaining detailed records of
expenditures, ensuring that the retainer is
used in line with the client’s objectives and
the agreed-upon scope of work. This task is
important for preventing budget overruns
while maximizing the value derived from the
refainer agreements.

1. Start by reviewing the retainer agreements for each
client to understand the terms, including the retainer
amount, billing cycle, and specific services covered. Note
the allocation of hours or services included in the retainer
and any conditions or limitations specified.

2. Configure a tracking system or tool to monitor retainer
usage. This can include CRM systems, project
management software, or dedicated refainer
management tools. Ensure that the system is set up to
capture relevant data, such as hours worked, services
rendered, and milestones achieved.

3. Track and log all time spent on client projects and
activities covered under the retainer. Use time-tracking
software or manual logs to record hours, tasks, and
deliverables. Ensure that all entries are categorized
according to the services included in the refainer.

4. Regularly review the logged time and activities to
compare against the retainer limits specified in the client
agreement. Check if the utilization is approaching or
exceeding the agreed-upon hours or value. Use reporting
tools to generate utilization reports for better visibility.

5. Maintain up-to-date records of retainer utilization in
your tracking system. Adjust the records as new hours or
services are logged to ensure accurate tracking. Update
any changes to the retainer agreement or additional
services that may affect utilization.

6. Keep clients informed about their retainer utilization
status. Send periodic updates or reports to clients
outlining how much of their retainer has been used and
what services have been provided. Address any concerns
or questions they may have regarding their refainer
balance.

7. Assess the effectiveness of the retainer allocation and
usage periodically. If a client’s needs or project scope
changes, adjust the retainer allocation as necessary. This
may involve renegotiating the retainer terms or updating
the agreement fo reflect new requirements.

8. Generate defailed utilization reports that summarize
how the retainer has been utilized. Include information
such as hours worked, services provided, and remaining
balance. Use these reports for internal reviews and fo
support client communications.

9. Analyze trends in retainer utilization to identify patterns
or areas for improvement. Look for insights on how
retainers are being used across different clients or
projects. Use this analysis to refine billing practices and
opfimize refainer agreements.

10. Verify that all retainer activities and billing align with
the terms outlined in the client agreements. Ensure that
any additional work beyond the retainer is documented
and billed appropriately, following the agreed-upon
procedures.

11. Maintain organized records of all retainer utilization
data for future reference. Ensure that these records are
securely stored and easily accessible for audits, reviews,
or future client engagements.

12. Periodically review the processes for tracking retainer
utilization to ensure they are efficient and effective. Seek
feedback from clients and infemal teams to identify areas
for improvement and implement any necessary changes
to enhance the tracking system.
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PR Firms - Finance

Task |Processing Vendor
Payments

Description of the Task: Reviewing and
approving invoices submitted by vendors,
ensuring that they accurately reflect the
services or products provided, and facilitating
prompt payment. This task is essential for
maintaining positive relationships with
external vendors, avoiding disruptions in
service delivery, and ensuring that all vendor
transactions are recorded accurately in the
financial system.

1. Begin by reviewing the vendor invoices received.
Ensure that each invoice is complete, accurate, and
includes all necessary details such as the vendor’s name,
invoice number, date, amount due, and a description of
the services or products provided.

2. Cross-check the invoice details against the purchase
orders or contracts. Confirm that the invoiced amounts
match the agreed terms and that the services or products
have been delivered as specified. Ensure there are no
discrepancies between the invoice and the documented
agreements.

3. Input the invoice details into the accounting or
financial management system used by the PR firm.
Include information such as invoice number, date, vendor
details, amount, and payment terms. Categorize the
invoice appropriately within the system for accurate
financial tracking.

4. Submit the invoice for approval as per the firm'’s
infernal approval workflow. This may involve obtaining
authorization from a manager, department head, or
financial officer. Ensure that all necessary approvals are
documented and recorded before proceeding with
payment.

5. Once the invoice is approved, schedule the payment
based on the payment terms specified in the invoice.

6. Execute the payment according to the scheduled
method. For electronic payments, initiate the transfer
through the firm’s banking platform or payment
processing system.

7. After processing the payment, update the accounting
system to reflect the transaction. Mark the invoice as paid
and record the payment details, including the payment
method, date, and reference number. This ensures
accurate financial records and helps track outstanding
invoices.

8. Inform the vendor that the payment has been
processed. Send a payment confirmation or remittance
advice, if applicable. Provide any necessary details such
as the payment reference number or confirmation of
payment fo ensure the vendor is aware of the transaction.

9. Organize and file all documentation related to the
payment, including the invoice, payment confirmation,
and any related correspondence. Store these documents
securely for future reference and auditing purposes.
Ensure that elecironic records are backed up and
accessible as needed.

10. Perform periodic reconciliation of vendor accounts to
ensure that all payments are accurately reflected and that
there are no discrepancies. Cross-check the vendor
statements with infernal records to confirm that alll
invoices have been processed and paid corredly.

11. Ensure that all payment activities comply with the
firm's financial policies and any relevant regulations.
Document any exceptions or deviations from standard
procedures and address them as necessary to maintain
compliance and transparency.
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PR Firms - Finance

Task | Assisting with
Overseeing Budget
Allocation for PR
Campaigns

Description of the Task: Tracking and
managing the distribution of financial
resources across various components of PR
campaigns. This fask includes monitoring
expenditure, ensuring funds are allocated
appropriately fo achieve campaign
objedtives, and adjusting allocations as
needed based on campaign performance
and evolving needs. Fffective budget
management is crucial for optimizing
campaign results.

1. Begin by reviewing the budget proposals submitted for
each PR campaign. Ensure that the proposed budget
aligns with the campaign objectives and includes detailed
allocations for various components such as media buys,
creative production, event costs, and agency fees.

2. Collect and organize all relevant budget
documentation, including cost estimates, quotes from
vendors, and historical spending data from previous
campaigns. Ensure that these documents are easily
accessible for reference and comparison.

3. Enter the budget data info the firm's financial
management or project tracking system. Include details
such as budget categories, expense forecasts, and
allocation amounts. Ensure that the deta is accurately
reflected and categorized for effective tracking.

4. Regularly monitor the actual spending against the
budgeted amounts throughout the campaign. Track
expenditures in real-time and compare them with the
allocated budget to identify any variances or potential
overspending.

5. Create and generate budget reports that summarize
the financial performance of the campaign. Include key
metrics such as total spending, remaining budget, and
variances from the initial budget. Present these reports to
campaign managers and stakeholders for review.

6. Review all expense reports and invoices related to the
campaign. Ensure that each expense is justified, aligns
with the budget, and has been properly documented.
Obtain necessary approvals for any expenditures that
exceed the planned budget.

7. Communicate with vendors and suppliers to manage
and verify costs associated with the campaign. Ensure
that invoices are accurate and align with agreed-upon
terms. Address any discrepancies or issues related to
vendor billing.

8. Evaluate any changes in campaign scope or
unexpected costs and adjust the budget allocations
accordingly. Collaborate with campaign managers to
reallocate funds as necessary to address new priorities or
unforeseen expenses.

9. Schedule and facilitate budget review meetings with
key stakeholders, including campaign managers, finance
teams, and senior management. Discuss budget
performance, address any concerns, and make
recommendations for budget adjustments if needed.

10. Ensure that all financial records related to the
campaign are accurate and up-fo-date. Keep detailed
records of budget changes, approvals, and expenditure
documentation for future reference and audit purposes.

11. After the campaign concludes, conduct a
comprehensive review of the budget performance.
Analyze the final expenditures against the initial budget
and assess the effectiveness of budget allocation. Identify
lessons learned and areas for improvement in future
campaigns.

12. Prepare a detailed budget summary for inclusion in
post-campaign reports. Highlight key findings, including
budget adherence, areas of overspending, and
cost-saving measures. Use this summary to provide
insights and recommendations for optimizing budget
management in future campaigns.

13. Continuously seek opportunities fo improve budget
management practices based on campaign performance
and feedback. Implement best practices for budgeting,
expense fracking, and financial reporting o enhance
overall efficiency and effectiveness in managing PR
campaign budgets.
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PR Firms - Finance

Task |Managing Financial
Reporting for Client
Projects

Description of the Task: Compiling,
analyzing, and presenting financial data
related to the expenditures and outcomes of
PR projects. This task includes generating
comprehensive reports that detail financial
performance, comparing actual spending
against the budget, and providing insights
info project profitability and efficiency.
Accurdte financial reporting is vital for
ensuring that projects are managed within
budgetary limits.

1. Collect all relevant financial data and documentation
related to the client project. This includes invoices,
receipts, expense reports, and any other financial records.
Ensure that all documents are complete and accurate for
thorough reporting.

2. Organize the collected financial data into a structured
format. Categorize expenses by type (e.g., media buys,
creative costfs, event expenses) and ensure that all entries
are clearly labeled and easy to reference.

3. Enter the organized financial data into the firm’s
financial reporting system or software. Ensure that all
fields are accurately populated, including expense
categories, project codes, and date ranges. Verify that the
data is correctly mapped to the appropriate accounts.

4. Continuously monitor and track expenditures against
the project's budget. Compare actual spending to the
planned budget to identify any variances or deviations.
Use financial dashboards or reports to visualize spending
patterns and budget adherence.

5. Create detailed financial reports that summarize the
project’s financial performance. Include key metrics such
as fotal expenditures, remaining budget, and any
discrepancies from the original budget. Generate both
periodic {e.g., monthly) and final reports as required.

6. Review the generated financial reports to ensure
accuracy and completeness. Validate that all entries are
correctly calculated and that the report reflects the true
financial status of the project. Correct any errors or
inconsistencies before finalizing the report.

7. Prepare financial reports for presentation fo project
stakeholders, including clients, senior management, and
finance teams. Tailor the reports to address specific
stakeholder interests and provide a clear overview of
financial performance.

8. Distribute the finalized financial reports to all relevant
parties. Ensure that the reports are delivered in a timely
manner and through the appropriate channels, such as
email, shared drives, or project management platforms.

9. Be available to address any questions or feedback
from stakeholders regarding the financial reports. Provide
clarifications, explanations, or additional information as
needed fo ensure that stakeholders have a complete
understanding of the financial performance.

10. Update the financial records and systems with the
latest report data. Ensure that all financial entries are
up-to-date and accurately reflect the project’s financial
status. Maintain organized records for future reference
and auditing purposes.

11. Analyze the financial performance of the project to
identify trends, patterns, and areas for improvement.
Assess how well the project adhered to its budget and
financial goals, and document any lessons learned for
future projects.

12. Prepare a comprehensive financial summary af the
end of the project. Highlight key financial outcomes,
including overall spending, budget adherence, and any
significant financial issues encountered. Use this summary
to provide insights and recommendations for future
projects.

13. Review the financial reporting process and implement
best practices based on project performance and
feedback. Continuously seek to improve financial
reporting accuracy, efficiency, and effectiveness to
enhance overall project financial management.

14. Archive all financial reports and related

documentation for future reference and compliance.
Ensure that reports are stored securely and are easily
retrievable for auditing, review, or historical analysis.
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PR Firms - HR & Recruitment

Task |Recruiting Talent
from LinkedIn

Description of the Task: Identifying,
reaching out to, and engaging with potential
candidates who possess the skills and
experience necessary for PR roles. This task
includes leveraging LinkedIn’s advanced
search features to find and connect with
professionals in the PR industry, crafting
compelling outreach messages, and
managing candidate communications.

1. Access your LinkedIn Recruiter account to begin the
search process. Ensure you have the appropriate
permissions and subscription level to utilize advanced
search features.

2. Collaborate with the PR firm’s hiring managers to
outline the specific skills, qualifications, and experience
needed for the open PR roles. This might include desired
PR specialties, industry experience, and educational
background.

3. Use LinkedIn’s advanced search filters to narrow down
potential candidates. Input relevant keywords, job fitles,
industry sectors, and geographic locations fo tailor your
search to the PR field.

4. Analyze candidate profiles to assess their experience,
skills, and fit for the PR role. Look for evidence of past PR
campaigns, media relations, crisis management
experience, and any relevant cerfifications.

5. Draft and send personalized connection requests or
InMail messages to selected candidates. Highlight why
you're interested in their background and how their skills
align with the PR firm’s needs. Use a professional and
engaging tone.

6. Monitor and track responses from candidates using
LinkedIn's messaging system. Keep detailed records of
inferactions, including follow-up dates and notes on
candidate engagement.

7. Arrange inferviews with candidates who show inferest
and meet the qualifications. Coordinate with the PR firm'’s
hiring feam to schedule inferview times and prepare any
necessary materials or questions.

8. Regularly update the status of each candidate in
LinkedIn Recruiter. Maintain an organized pipeline by
tracking candidates’ progress through the recruitment
process, from initial contact to inferview and offer stages.

9. Follow up with candidates who have been inferviewed
or are in the final stages of recruitment. Provide timely
feedback and keep candidates informed about their
status in the hiring process.

10. Keep detailed records of all recruitment activities,
including candidate profiles, outreach messages,
inferview notes, and final hiring decisions. This ensures
compliance with recruitment practices and helps in
evaluating the effectiveness of the recruitment strategy.
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PR Firms - HR & Recruitment

Task |Handling Payroll for
PR Stoff

Description of the Task: Managing the
accurate and timely processing of salaries,
bonuses, and other compensation for the

firm’s employees. This includes calculating
wages based on hours worked or
agreed-upon salaries, ensuring compliance
with tax regulations and employment laws,
and addressing any payroll-related inquiries
or discrepancies.

1. Gather accurate timekeeping data for all PR staff.
Ensure that time sheets, attendance logs, or elecironic
time-tracking systems are up-to-date and reflect the hours
worked, including any overtime or special project hours.

2. Confirm the hourly rates, salaries, and any additional
compensation agreements for each PR staff member.
Cross-check with the HR department or employment
contracts to ensure accuracy in pay rates and any
applicable bonuses.

3. Calculate the gross pay for each employee by
multiplying the number of hours worked by their hourly
rate or dividing the monthly salary. Include any additional
compensation such as bonuses for successful PR
campaigns or commissions based on client acquisition.

4. Apply the necessary federal, state, and local taxes, as
well as any other mandatory withholdings (e.g., social
security, Medicare). Ensure compliance with current tax
regulations and accurately calculate deductions based on
the employee’s tax status and benefits selections.

5. Deduct employee contributions for benefits such as
health insurance, retirement plans, or other perks
provided by the PR firm. Verify that all benefit deductions
are in accordance with the selected plans and company
policies.

6. Generate detailed payroll reports summarizing each
employee’s gross pay, deductions, net pay, and other
relevant payroll information. Include o breakdown of
benefits and tax withholdings for internal review and
record-keeping.

7. Ensure that paychecks are accurately prepared and
distributed or that direct deposits are processed correctly.
Confirm that all employees receive their payments on
time and address any discrepancies promptly.

8. Keep comprehensive payroll records, including
timesheets, pay stubs, tax documents, and any
correspondence related to payroll. Ensure that records
are securely stored and comply with legal requirements
for document retention.

9. Collaborate with the HR department to resolve any
payroll issues, such as employee inquiries or adjustments.
Work closely with the finance tfeam to ensure payroll
expenses are accurately reflected in the firm's financial
records.

10. Regularly review and reconcile payroll transactions to
identify and correct any discrepancies. Ensure that payroll
data aligns with bank statements and financial reports to
maintain accuracy and consistency.

11. Provide support o employees regarding
payroll-related questions or issues. Address concerns
prompily and offer solutions or escalate as needed to
ensure employee satisfaction and compliance with payroll
policies.

12. Keep abreast of changes in payroll regulations, tax
laws, and employment laws that may impact payroll
processing. Implement updates to ensure ongoing
compliance with legal and industry standards.
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