
Learning 
Guide



Whether you’re new to Facebook or have 
years of experience, this learning guide is 
designed for anyone interested in establishing 
digital marketing skills across Facebook.

With tools to help you and your business be 
successful, we’re excited for you to explore and 
interact with each chapter and topic.

Happy learning!

Welcome

Learn on Blueprint
fb.com/blueprint

Join the Boost with Facebook group
fb.com/BoostGroupUS
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As a small business owner, you want to 
connect with the people who will love your 
business. 

Reach people wherever they are — in your 
store, online, or on their phones — and 
share your business story on Facebook 
and Instagram. 

In this section you will learn how to:

 • Establish your presence
 • Share what makes your business stand out
 • Build your audience
 • Share your unique business story
 • Create stories

C H A P T E R  1

Build a 
presence
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Create a Page

Go to facebook.com/pages/create and select 
Business or Brand.

Establish your identity 

Choose a profile picture to represent your 
business across Facebook and a cover photo 
for your Page. Edit the Page Info section to 
include your website, location, hours and phone 
number.

Select a category

Select up to 3 Page categories to improve 
visibility of your Page in search and 
recommendation results.

Add a call-to-action button

Choose a call-to-action button that is specific 
to your business objective, like Shop Now, Send 
Message, Learn More, etc.

Manage roles

Invite people to help manage your business 
Page. 

Grow your audience

Invite customers and friends to like your Page. 

Get started with Facebook business Page
fb.me/worksheet-start-pages

Profile picture

For the best quality, your profile picture should 
be at least 320 pixels wide and 320 pixels tall.

Cover photo 

You can use a photo or video. Your photos and 
videos should be at least 820 pixels wide by 312 
tall. Videos should be 20 to 90 seconds long.

Create a beautiful online home for your business. Think 
of a Facebook business Page like your digital storefont 
- it helps people discover your business and learn more 
about your offerings.

Set up a Facebook 
business Page

1

Add a profile picture and cover photo

1
2

2
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Create an Instagram 
Business Account

Follow these steps to create your 
Instagram Business Account:

Share your unique business story on Instagram through photos 
and videos. Create a free Instagram Business Account and get 
access to additional tools to help grow your business.

Download the Instagram app

Tap the Sign Up button to begin the account 
creation process.

Set up your Business Account 

Switch your current account into a 
Professional Account and select Business.

Connect your account to your  
Facebook Page

Link your Facebook Page to run ads and set 
up Shopping on Instagram.

Enter your business information

Link to your website and add contact details 
for your business.

Create a memorable handle

Having a handle that stands out will make it 
easier for people to remember your business.

Add a branded profile picture

Make sure it reflects your business’ 
personality and shows the face of your brand. 

Start growing your community

Invite customers and friends to follow your 
business on Instagram. 

Create an Instagram Business Account
fb.me/worksheet-create-ig-biz
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Build your audience 
on Facebook

As you build your presence on Facebook, leverage your existing 
relationships, other digital platforms you may have and organic 
marketing techniques to grow your Page.

Start with who you know

 • Invite your friends to follow you and use the email 
contact uploader to invite up to 1,000 people at a 
time.

Cross-promote to reach more people

 • Share newsworthy content and relevant posts 
on your Facebook Page and media contacts.

 

Facebook Pages Manager

Manage your business Page 
on-the-go from your mobile device with 
the Facebook Page Manager app. 

Leverage your existing assets

 • Share your Facebook posts with your followers 
on other social networks.

 • Announce in your newsletter that you are 
officially on Facebook.

 • Add the Like or Share buttons or Page plugins 
to your website so visitors can discover your 
Facebook presence, see your updates, and share 
with their friends.

 • Embed your Facebook posts on your website.

How to grow your Page following
fb.me/worksheet-grow-page-following
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Share your unique business 
story on Instagram

Instagram is a place where people and businesses express 
themselves. Create photos and videos that let your business’ 
personality shine and captivate your audience. Here are some tips 
to help you get started:

Get creative

Push your creativity and storytelling on Instagram to new heights with these tools.

Hyperlapse

Create quick time-lapse 
videos.

Boomerang

Create a mini-video that loops 
back and forth.

Find inspiration

Go to the Explore tab to search for photos and 
videos from other businesses and people in your 
industry. Don’t forget you can bookmark the posts 
that you like and want to refer back later. 

Develop your look and feel

Don’t forget to stay consistent with the look and feel 
of your content - this is the first step to building your 
brand on Instagram. You can easily do this by using 
the same filters or using the eyedrop tool on stories 
to match colors.

Keep your audience in mind

Create photos and videos that you think your 
audience will be interested in. You can even ask 
them directly on what content they’d like to see 
using the polling sticker in Instagram Stories. 

Create content regularly

Share photos and videos consistently to keep your 
followers engaged. Set up a time and process for 
shooting, or shoot short videos during your day. 

Tips for telling your business’ visual story on Instagram
fb.me/worksheet-ig-creative-tips
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To create a Facebook Story:

Go to your business Page and tap your Page’s 
profile picture.

Tap the icon to take a photo or tap and hold to 
record a video.

Add stickers, text or drawings, or add effects to 
the Facebook Story. You can also save it.

Create Facebook Stories
When you create a story on Facebook, you can share photos, videos and posts 
that will only be visible for 24 hours. Watch Facebook Stories at the top of your 
Facebook News Feed and at the top of Messenger. After 24 hours have passed, 
you can revisit stories you’ve shared in your Facebook Story archive.

1

1

2

2

3

3

Create Instagram Stories
Instagram Stories are a fun, lightweight way for your business to share 
more behind-the-scenes moments with your followers.  

You’ll click on the camera icon in the upper left-
hand corner. Or, you can simply swipe right on 
your Instagram Feed.

Get creative and add stickers, text, drawings or 
effects to your Instagram Story.

Add your stories to your Story Highlights so 
they can appear on your profile, even after 
they disappear. You can also go back to your 
Stories Archive to see the stories you’ve shared 
in the past.

To create an Instagram Story:

How to create Instagram Stories for your business
https://fb.me/worksheet-create-ig-stories
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Recommended best practices to 
create engaging stories

Keep your stories short and sweet. Stories 
with shorter scenes are viewed for longer.

Try sharing fun, spontaneous content, such 
as flash sales, insider sneak peeks or limited 
time deals.

Share tutorials. Show people how they can 
use your products. You can educate people 
who are considering their purchase while also 
establishing your expertise in your industry.

Grab people’s attention by using contrasting 
colors, vivid backgrounds and captions or 
overlays.

Use text in your stories, especially in videos, 
for anoyone watching without their volume 
turned on.

Mix the colors of your text. If you are looking 
for a lighter or darker shade of a color for your 
text and brush, tap and hold on that color to 
get more variations of that color at the bottom 
of your screen.

Play it up with stickers. Add stickers to make 
your stories more playful, like the mood or 
emoji stickers for how you’re feeling. 

Have fun with GIFs. Search through the 
GIPHY library to add an animated GIF sticker 
to your photo or video. From bouncing letters 
and twirling hearts to dancing cats and pizza 
in space, these animated stickers help you 
make any photo or video funny, interesting or 
creative.

Host a Q&A session. Use the question sticker 
to open it up to your community. Share your 
responses in following stories for the rest of 
your community to read. You can also go live to 
answer questions in real-time.

Poll your community. Use the poll sticker 
so you can learn specifically about likes and 
dislikes in your community. You can even use 
this sticker in your promoted stories.

Face filtersStickers Mentions Poll stickers

Creative ways to use Instagram Stories for your business
https://fb.me/worksheet-creative-ways-ig-stories
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Recommended best practices to 
create engaging posts

Use high-quality photos and videos that 
people will be more likely to pause on and 
interact with. 

Make posts actionable so your audience will 
take actions you care  about, like sharing links 
from your website or asking a question. 

Know your audience and what kind of posts 
appeal to them that they are likely to engage 
with. Use Insights if you are unsure. 

Keep posts simple but attractive. Offering 
too much content can make your post 
overwhelming or messy. 

Show the behind-the-scenes of your 
business. Provide a tour of your workplace, 
spotlight a team member, or show the process 
of creating your product or service.

Tell a story. Use captions to tell the story of 
your business, like how your business was 
founded or how your products or services were 
developed. You can even have a story arc with 
a beginning, middle, and end.

Ask questions. Your followers can leave 
their answers in the post’s comments, or even 
message you directly to learn more.

Show your business’ personality in 
conversations. A conversation with your 
community is another expression of your 
business’ unique personality, so make sure 
your responses fit your brand. For instance, 
if your brand is fun and lighthearted, your 
responses to people on Instagram should also 
reflect that.

Like and respond to comments to engage 
your audience.

6 powerful ideas for Facebook Posts
https://fb.me/worksheet-ideas-for-fb-posts
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Get discovered by your 
community on Instagram

Start finding people who care about what you do on 
Instagram and build up your community of followers. 
Here are some tips on how you can do that: 

Hashtags

 • Start by searching for broad 
hashtags your industry is using like 
#photography, and narrow it down by 
your niche like #weddingphotographer, 
location like #sfweddingphotographer 
or product/service like 
#weddingvideos.

 • Follow those hashtags to start building 
your community.

 • Add hashtags in your posts and stories 
so people who are not following you 
can find you.   

Tag

 • Tag other businesses and people in 
your photos and videos so that their 
audiences may notice you. 

 • Whomever you mention or tag, 
make sure that the photo or video is 
actually relevant to the people you’re 
tagging. Avoid tagging accounts with 
many followers if you don’t have a 
relationship with them.

 • Encourage your customers to share 
posts of your products and tag you. 

 • Don’t forget to see the photos you’re 
tagged in by going to the Photos of 
You tab on your profile.

Location

 • Add a location tag in your stories and 
feed posts to reach people local to you. 
For instance, if you run a business in 
Phoenix, AZ, add the Phoenix, AZ location 
to your post, so people checking out that 
location can easily find you. 

 
Share

 • Share your posts to other social media 
accounts you own and/or choose to 
automatically repost to Facebook.

 • Don’t forget to include easy links to 
your Instagram Business Account in a 
prominent place on your website. 

Save

 • Tap the bookmark icon to save a post.

 • Organize saved posts by grouping them 
into collections.

 • Save posts that inspire you or posts from 
customers that you want to repost later. 

How to get discovered on Instagram
https://fb.me/worksheet-get-discovered-on-ig
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Share what makes 
your business stand out

As you continue to build your online presence, think about what story 
you want to tell about your business. Having a unique story will help you 
find and connect with people who will love your business.

Value proposition statement

The value proposition statement has three main parts. Answer the following questions to create yours:

Why should the customer buy 
your offering?

What are you selling? This can be your 
product(s) or service(s).

Now, combine your three answers from above 
and write your value proposition here: 

Who is your ideal customer? 

How can you use your  
value proposition statement?

 • Share what makes your business unique. Now 
that you know what sets your business apart, 
think about how you can incorporate it in your 
photos and videos. 

 • Find people interested in your business. Now 
that you know who your customers are, you 
can start finding people like them and build 
your audience.

A value proposition is a clear and simple statement that describes the benefit your business 
will provide to your market. This statement helps you figure out how to tell your business story.

Here are a couple of examples: 

 • Make unique and colorful ceramics with 
pottery classes for beginners 

 • Feel beautiful with whimsical maternity 
dresses for soon-to-be mothers

13
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After setting up your Facebook business Page 
and Instagram Business Account, start engaging 
with your customers. 

Engage your 
audience

C H A P T E R  2

In this section you will learn how to:

 • Post consistently
 • Plan your content
 • Measure your performance
 • Review and reiterate
 • Manage your communications
 • Build community
 • Host events
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Post consistently

Posting consistently allows your business 
to be top-of-mind for your customers.  

Keep these tips in mind when creating content:

Consider these content ideas for your 
photos and videos. 

 • Use high-quality photos and videos that 
people will be more likely to pause on and 
interact with. 

 • Keep your look and feel consistent across 
photos and videos, so people can start 
recognizing your business. 

 • Feature color schemes you already have. Take 
a closer look at the aesthetic you’ve already 
created for your business. If you feature a 
specific color scheme in your physical products, 
logo, website or physical store, incorporate that 
palette throughout your posts.

Engage: Get people interested in following 
your business

 • Tell people how your business began.
 • Create a holiday themed message.
 • Show off your business with photos and videos. 

Educate: Teach people about your  
product or services

 • Show what makes your product special.
 • Show people using your product or service.
 • Show how your product is made. 

Excite: Motivate people with sales 
and events

 • Share current sales or upcoming promotions.
 • Tell people about  a new product or service.
 • Create an event to promote your product or 

service.

 • Design for sound off and delight with sound on.

 • Capture attention early. For videos, keep it 
short - less than 15 seconds. 

 • Inspire action. Make posts actionable so your 
audience will take actions you care about, like 
visiting your website or learning more about your 
business.

 • Keep your audience in mind so you can create 
posts that they would be likely to engage with.

 • Make time to create content. Set up a time and 
process to do it or shoot photos and videos as 
you go about your day. 

A step-by-step guide: planning and creating content consistently
https://fb.me/worksheet-ig-planning-creating
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To post consistently, use a posting calendar to plan your 
content. This way you can keep track of all the photos and 
videos you want to create and post.

Plan your content 

Plan your posts

Date

10/01/20 Promo Photo Plans in an apartment 
with 2020 balloons

Start the new decade with new 
plants! All plants are 20% off!

Theme Format Visual Caption

Get started with Facebook posts
fb.me/worksheet-first-post
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Try it out!

Use this storyboard template below to draft what your posts will look like 
on Facebook and Instagram. Think about what format you would like to 
use, and what about your business you would like to showcase. 

Don’t forget to write text that will support this post, as well as hashtags 
and businesses that you may want to tag.

17
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Measure your  
performance with Insights

Now that you’ve been posting regularly, use Insights to review 
your performance and learn more about your audience. 

Facebook Pages Insights

Activity metrics 

 • Followers: See how many people follow your 
Page

 • Likes: See how many Page likes you get daily 
 • Actions on Page: See who has clicked on an 

action and learn how often an action has been 
clicked  

Discovery metrics 

 • Reach: See your organic and paid reach
 • Page views: See how many times your Page has 

been viewed  

Post and Audience Insights 

 • Posts: See information related to the people who 
interact with your Page and/or content

 • Audience: See which posts generate the most 
reach 

Here are a couple of ways you can start using your Insights:

Learn how your posts and stories are 
performing. 

Look for trends across posts and stories that 
perform well. 

Learn about your audience demographic. 

Get information like age, gender, and city of 
your followers and fans. 

Track your growth over time. 

See how people are discovering and 
interacting with your Facebook Page and your 
Instagram Business Account. 

Four steps to measure your page’s performance
fb.me/worksheet-measure-page-perf
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Instagram Insights

Review and reiterate

Content metrics

Learn how your posts, stories and promotions are 
performing. You can filter out metrics from the past 
week by content type, date, and type of metric.

Activity metrics

1. Discovery section

 • Reach: number of people who have viewed 
your posts and stories.

 • Impressions: how many times your posts and 
stories have been seen.

2. Interactions section

 • Profile visits: number of times your Business 
Account was viewed.

 • Website clicks: number of times the website 
link in your Business Account description was 
tapped. Note: this will only appear if you have 
added a website link.

 • Get directions: number of times people 
tapped to get directions to your business. 
Note: this will only appear if you have added 
an address.

Audience metrics

Get information on the top cities and countries, 
age range, and gender of your followers. You’ll be 
able to see when your audience is typically on 
Instagram and days of the week they’re most active. 
Additionally, you can also track the growth of your 
audience over the past week.

Track metrics using Instagram Insights to learn more about your audience 
and understand the photos and videos your community cares about.

Now that you know how to review your Insights, reiterate what 
went well to keep growing. 

Here are a couple of ways you can do this:

Create more posts and stories that have 
performed well. For instance, if your videos get 
higher engagement than your photos, consider 
sharing more videos. 

Keep your audience in mind. Now that you know 
who your audience is, create content that speaks 
directly to your community. 

Track specific metrics that align with your 
business goals. For instance, if your goal is to 
increase your brand awareness on Instagram, track 
metrics like profile visits, impressions, reach and 
follows. 

Learn about your customers with Instagram Insights
fb.me/worksheet-ig-insights



20

Manage your communications
As you start posting, customers might start engaging with you one-on-
one, asking you questions about certain products or services. An easy way 
to manage all of those messages is through Page Inbox, where all of your 
messages from Messenger and Instagram will be housed under one inbox. 

Try these tips when responding to messages:

Set a welcome greeting 

Set a customizable greeting to appear when 
someone begins a conversation for the first 
time. 

Set instant replies 

Turn on instant replies to send an automated 
reply when you receive a message. 

Use an away message 

Whenever you’re away from your computer or 
phone, you can turn on away messages to let 
customers know that you’ll respond soon. 

Send the right message to each customer 

View details or notes you’ve added about your 
customer before responding. 

Be responsive 

If 90% of your messages are responded to 
within 15 minutes, you’ll earn a Very Responsive 
to Messages badge, which appears 
prominently on your Page near the About 
section. 

Monitor trends 

Do you notice lots of people asking the same 
questions, like what your business hours are 
or how your return policy works? Any time you 
notice a trend in questions, consider creating 
saved replies.

Write the way you speak 

Messaging is a direct and personal 
communication channel, so it’s best to keep 
a friendly and respectful tone. Write to your 
customers in the same way you’d speak to 
them.

Know how to answer sensitive questions 

Page admins can reply to sensitive questions 
with private replies by clicking on Message 
right underneath the question they’d like to 
respond to.

Facebook Page Inbox: what you need to know
fb.me/worksheet-fb-page-inbox
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Communicate directly 
with WhatsApp Business

Interact with customers easily with tools that allow you to 
automate, sort and quickly respond to messages. 

Here are the features available to you 
on WhatsApp Business:

Business profile

Create a business profile with helpful information 
for your customers like your address, business 
description, email address, and website.

Quick replies

Quick Replies let you save and reuse messages you 
frequently send so you can easily answer common 
questions in no time.

Automated messages

Set an away message when you are unable to 
answer so your customers know when to expect a 
response. You can also create a greeting message 
to introduce your customers to your business.

Labels

Organize your contacts or chats with labels, so you 
can easily find them again.

How does WhatsApp for Business work?
https://fb.me/worksheet-whatsapp-for-biz



22

Create a Group to build 
community

As you build your audience, consider creating a Facebook 
Group to provide a space for people to connect and strengthen 
relationships between your community.

Best practices for engaging members:

Welcome new members when they join. Ask them 
a question or invite them to introduce themselves. 

Help members understand what the group is 
for. A short post that gives some examples of what 
they can share and discuss helps new members get 
acclimated.

Encourage members to invite friends. Grow your 
community through your existing members. 

Ask questions. Questions are a fun, direct way to 
invite conversation. 

Tag members in posts. If you want to hear from 
someone, tag them in your post using the @symbol. 

Comment on posts by members. Let them know 
you’re paying attention. Comment on posts, even 
just to acknowledge you’re happy they posted, to 
encourage members to post again.

Intro to Facebook Groups
fb.me/worksheet-groups
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Host virtual events

Create events on your Page to build community around your 
business and drive engagements.

Events on Facebook are free to set up and use. Use this tool to attract potential 
customers to a specific gathering. You can put your events directly on your 
customer’s calendars if they respond Interested or Going to your event. You can 
also manage who you want to invite, check who has RSVP’d, follow up, and share 
messages about your event and/or set up recurring events.

All events hosted by Pages are public. You can also add other public events to 
your Page. Make your events more impactful by providing customers with special 
access or exclusive offers when they attend your event.

Try these tips on hosting events  
for your business:

Sell tickets even if your virtual event is free -  
that way you can easily track attendance.

Set up recurring events to encourage customers 
to visit your business page more often.

Make your events more impactful by providing 
customers with special access or exclusive offers 
when they attend your event.

If you’re co-hosting an event with another 
business, add them as a host.

Click Event on the left side of your Page, then 
click + Create Event.

Add an event photo, then fill in all  
the required fields. 

Add additional info such as co-hosts, tickets, 
or event schedules or tours.

Click Publish or Save Draft. To schedule your 
event to publish at a future date and time, 
click the drop down icon and select Schedule.

Create an event for your business:

1

2

3

4

Create your event
fb.me/worksheet-publish-event
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Every business is different. Facebook is built 
to help your business meet its specific goals. 
Learn what tools you can use to drive real 
business outcomes on Facebook.

Accomplish 
business goals

C H A P T E R  3

In this section you will learn how to:

 • Prompt your customers to act
 • Sell your products
 • Schedule appointments
 • Grow your team
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Prompt customers to act

Add a CTA, call-to-action, button to drive people to take an action you care 
about. Whether it’s booking a service or getting in touch with your business, 
you can customize it to your specific business goal. 

How to add a CTA button to your Page:

Click + Add a Button below your Page’s cover 
photo.

Select a button from the dropdown menu and 
follow the on-screen instructions.

Click Finish.

Once you’ve added a CTA button, it will either 
appear prominently at the top of your Page or at the 
bottom if you’re viewing on your phone. 

Your CTA options include: 

 • Shop Now
 • Learn More
 • Book Now
 • Sign Up
 • Message

1

2

3

Action Buttons on Facebook 

To add a call-to-action button to your Page, you need to be 
listed as an admin, editor, moderator or advertiser for the Page. 

Action Buttons on Instagram 

Use the following call-to-action buttons for your 
Instagram Business Account:

 • Book
 • Reserve
 • Get Tickets

 
Learn more here: https://bit.ly/3azvXIi

Add a CTA button to a Page
fb.me/worksheet-cta-button-page

Remember, your CTA button can be changed any time based on the needs of your business.
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Sell your products

Prompt your customers to purchase your products directly from your 
Facebook Page and Instagram Business Account. 

When you set up a shop on your 
Facebook business Page, you can:

 • Add as many products as you want.

 • Customize your product inventory and 
organize products into different collections.

 • Communicate with customers.

 • Get insights.

 • Have your products shared broadly with 
Marketplace.

 • Manage all orders from your Page. 

Set up a Facebook shop:

If you sell a product, make sure that you’ve 
selected the Shopping template. If not, you 
can change it in your settings.

Click the Shop tab on your Facebook Page 
and follow the instructions.

Shopping on Instagram

Shopping on Instagram gives your business  
an immersive storefront for people to 
explore your best products. With Shopping 
on Instagram, you can share featured 
products through your organic posts and 
stories, or have people discover your 
products in the Explore tab.

When someone taps a product tag on your 
post or a product sticker in your story, they’ll 
be taken to a product description page 
where they will see:

 • An image of the product from your post.
 • A description of the product.
 • How much the product costs.
 • A link that takes them directly to your 

website, where they can purchase the 
product.

1

2

Add a shop to a Facebook Page
fb.me/worksheet-add-shop

How to set up Shopping on Instagram
fb.me/worksheet-set-up-shopping-ig

Note: Instagram Shopping is only available 
in supported markets. 
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Schedule and accept 
appointments
Use Appointments on Facebook to let people book services with your 
business from your Facebook Page.

Appointments is an online scheduling 
tool that lets you:

Show customers what services you offer. You 
can even attract new customers — show them 
how easy it is to make an appointment.

Display your availability. Set and publish the 
times you’re available so customers can choose 
times that are convenient for them. 

Manage appointment requests. You can 
schedule appointments through a calendar on 
your Page, and even sync appointments with 
your personal calendar.

Keep track of customers’ appointments. 
Automatically send customers appointment 
confirmations or reminders. Manage their 
information and appointment history. 

To set up appointments on your Page:

You must be a Page admin, editor or moderator.

Go to your Page and click the blue call-to-
action button below your Page’s cover photo.

Click Book with you and then click Book Now. 
Then, click Next.

Select Appointments on Facebook to manage 
your appointments through Facebook.

Click Start Setup and follow the directions 
provided. 

1

2

3

4

5

About appointments on Facebook
fb.me/worksheet-appointments
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Grow your team

Find the right people for your business with Jobs on Facebook. Reach, 
engage and hire the right candidates for your team. 

With Jobs on Facebook, you can:

 • Create job listings
 • Review and respond to applications
 • Communicate with qualified candidates
 • Hire the right people for your business

Post a job

Post a job just like you would publish any other post 
on your business Page.

Go to your Page and choose Create Job to 
post your job opening.

Complete a few details about the role, like title 
and responsibilities.

After posting a job, you will be able to track and 
review applications.

Contact applicants and schedule interviews 
through Facebook Messenger.

You can boost your job posts to reach a larger 
or more targeted audience.

Recommended best practices 
for posting a job

Use a well thought-out job description 
Start with a clear, well-defined and easy-to-
understand job description.

Provide key details 
Provide an accurate job title and location to 
increase relevance. 

Fill in the specifics 
Detail the salary, benefits and work hours for the 
open job role. Keep the language simple. 

1

2

3

4

5

 
Use additional questions  
Learn about job candidates quickly by using extra 
questions to gather information. 

Stay organized  
Keep track of applicants with the jobs management 
tool, where you can organize interviews and manage 
the status of applications easily.

Respond promptly  
Don’t leave your applicants waiting. Respond in a 
timely manner to let people know where they stand.

Learn more about Jobs
fb.me/worksheet-jobs
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