
Step by Step Guide
Tell Your Story: Social Media & Press Releases

Activity Actions Who is responsible When Date 
completed

Set up accounts Create club accounts on 
Facebook, Instagram, X, and 
LinkedIn. Use the same logo, 
colours, and club name. Add 
contact details and links.

Agree on content 
types

Decide what the club will post 
(match updates, player spotlights, 
event promotion, community 
stories, sponsor highlights).

Assign roles Decide who is responsible 
for creating posts, taking 
photos/videos, and monitoring 
comments.

Plan weekly posts
Use the Social Media Weekly 
Planner to schedule 3–4 posts per 
week across platforms.

Write engaging 
captions

Follow platform guidelines (short 
+ fun for Instagram, professional 
for LinkedIn, live updates for X, 
community stories for Facebook).

Prepare press 
releases

Use the Press Release Template 
for key events, milestones, and 
announcements. Gather quotes, 
photos, and details.

Distribution Share press releases with local 
media, sponsors, and post on the 
club’s website and social media.

Monitor results Track likes, shares, followers, and 
media coverage. Review monthly 
what works best.


