Official SofiaConsults Document
SofiaConsults Onboarding and Delivery Process
What happens after you hire us in 10 steps


Step 1: Kickoff and goals alignment (Day 1–3)
We start by confirming your objectives, target audience, and success metrics.

Option A: Kickoff call (30–45 min)
We meet online to align on goals, brand voice, approvals, and timeline.

Option B: Kickoff via email (asynchronous)
We collect everything through a structured email/form.

We confirm:
· Primary goal (awareness, leads, hiring, community, sales)
· Priority for the next 60–90 days
· Success metrics (reach, engagement, clicks, leads, revenue influenced)
· Platforms to manage (primarily Instagram, Tiktok, and LinkedInothers optional)
· Content preferences (educational, case studies, BTS, thought leadership, etc.)
· Approval speed + point of contact

Step 2: Choose your plan + add-ons (Day 1–3)
We match scope to your goals, budget, and internal capacity.

Choose 1 plan:
Basic Plan: 
deal for businesses taking their first steps into social, this package ensures a consistent, polished presence across up to two platforms (for example, Instagram and LinkedIn):

Advanced Plan:
Designed for growing brands ready to deepen engagement, this package covers two to three platforms (e.g., Instagram, Facebook, LinkedIn) with a richer mix of formats and light analytics:

Elite Plan:
Our all-inclusive, hands-on solution for brands demanding full social-media mastery. We manage any number of platforms, including TikTok, Twitter, Threads, YouTube, and many more with creative excellence, advanced analytics, and paid-media integration:

Optional add-ons (choose any)
Examples (customized per client needs):
· Add-On 1: On-Site Photography & Videography
· Add-On 2: Quarterly Hero Content Shoot
· Add-On 3: Deep-Dive Analytics Report
· Add-On 4: Competitor and Market Insights
· Add-On 5: One-Off Strategy Session
· Add-On 6: Paid Campaign Management
· Add-On 7: Community Engagement Support
· Add-On 8: Staff Social Media Training
(More information on our website: https://www.sofiaconsults.com)

Step 3: Access and setup (Day 2–5)
· Admin/editor access to relevant accounts
· Brand assets (logo, fonts, colors, photo library, guidelines)
· Links and CTAs (website, booking link, lead form, email)
· Approval workflow (who approves, where, by when)

Step 4: Market and competitor research (Week 1)
· Competitor and peer audit
· Audience and positioning insights
· Content gap analysis
· Topic pillars + angles aligned to your goals

Step 5: Strategy and content planning (Week 1)
You receive:
· Brand voice + messaging guidelines
· Content pillars (3–6 themes)
· Format mix + cadence
· CTA/lead flow plan
· Draft calendar (typically 2–4 weeks)

Step 6: Content request document (Week 1)
We send a document listing what we need from you, usually:
· Services/products + differentiators
· Case studies/results
· FAQs you get from clients
· Testimonials/reviews
· Compliance limits (if any)
· Brand do/don’t list
· Key links/offers

Step 7: Content creation (Week 2 and ongoing)
· Post copy (platform-native)
· Creative direction and structure (hooks, CTAs, formatting)
· Optional add-ons applied (templates, carousels, scripts, etc.)

Step 8: Review and edits (Weekly cycle)
· Drafts delivered in batches
· 1–2 revision rounds included per batch (unless add-on)
· Faster approvals = faster publishing

Step 9: Scheduling and posting (Ongoing)
· Posts scheduled/published per agreed cadence
· Consistent branding and formatting
· Timing optimized per platform


Step 10: Reporting and Reflecting (Monthly for the first 2 months, then Quarterly)
· Performance summary
· What worked / what didn’t / why
· KPI tracking tied to your goals
· Next-month recommendations



Client responsibilities: provide assets/info, approve on time, flag restrictions early, confirm lead destination.
Our responsibilities: deliver strategy + content (per plan), communicate clearly, optimize based on performance and most importantly, results.
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