
 

Requirements Specification Template: Social 
Media Management 
 
Introduction 

Objective of the specifications: 
This specifications document aims to define the needs and requirements for the management 
of the social media of the company/organization [Company/Organization Name]. 
 

Company/Organization description: 
[Description of your company/organization]. 
 

Context and stakes related to social media management: 
[Briefly explain why social media management is important for your company/organization]. 
 
Project description 

Specific objectives of social media management: 
[Objective 1] 
[Objective 2] 
[Objective 3] 
 

Relevant social media platforms: 
[List the social media platforms you wish to focus on, for example: Facebook, Instagram, 
Twitter, LinkedIn]. 

 
Target audience and communication strategy: 

Target audience: 
[Describe your target audience precisely, for example: Men and women aged [age 
range] interested in [your field of activity]]. 
 
Communication strategy: 
[Briefly explain the communication strategy you wish to adopt, for example: friendly and 
engaging tone, providing useful information, sharing visually appealing content]. 
 

Required features 
Management of profiles and accounts on social media: 
[Specify the necessary actions to create and manage profiles and accounts on social 

media]. 
 

Publication planning and scheduling: 
[Describe how you wish to plan and schedule your posts, for example: using an editorial 

calendar, defining strategic posting times]. 
 
 



 

Monitoring of comments and direct messages: 
[Explain how you wish to monitor and manage comments and direct messages, 

for example: regularly tracking user interactions and responding professionally]. 
 

Management of responses and user engagement: 
[Specify how you wish to handle responses and engage with users, for example: 

proactively responding, encouraging positive interactions with the brand]. 
 

Performance and statistics analysis: 
[Indicate the key metrics you wish to track to evaluate performance, for example: engagement, 
reach, conversion rate]. 
[Describe the reports you wish to receive and their frequency]. 
 
Additional information: 
[Describe the types of content you wish to create and share, for example: images, videos, 
infographics]. 
[Explain how you wish to promote your products, special offers, events, news, etc.]. 
[Specify if you plan to use hashtags, influencer partnerships, or other SEO strategies]. 
 
This specifications template provides a basic structure for defining the needs and requirements 
of social media management. You can fill in the specific information for your 
company/organization based on your objectives and strategy. 


