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​Colour key:​

​EXISTS — already in place​ ​GAP — action required​ ​PROCESS — content step​

​This document maps the full end-to-end process for how social media content is created and​
​published for the Cirencester Chamber of Commerce. Amber rows highlight gaps that need​
​to be addressed to make this workflow reliable and scalable.​

​STEP 1 — INPUT SOURCES​

​Chamber Secretary​
​Events calendar + admin inbox​ ​EXISTS​

​Committee members​
​WhatsApp messages to Caroline​ ​EXISTS​

​Members via Google Form​
​Single standardised submission form — to be built​ ​GAP — NEEDED​

​Local news & directories​
​Monitored by Caroline (Cirencester.gov.uk,​
​WhereCanWeGo)​

​EXISTS​

​Social media tags & DMs​
​Facebook, Instagram, LinkedIn — picked up by​
​Caroline​

​EXISTS​

​↓​
​STEP 2 — SUBMISSION METHOD​

​Single Google Form for members​
​Captures: event name, date, description, image,​
​contact​

​GAP — NEEDED​

​WhatsApp for committee​
​Committee DMs Caroline directly — already working​ ​EXISTS​

​↓​
​STEP 3 — STORAGE​

​Dropbox folder (by pillar)​
​Needs activating: What's On / Spotlights / Events /​
​Tips / News​

​GAP — NEEDED​

​Member database (Google Sheet)​
​Log member name, business, content submitted — to​
​be created​

​GAP — NEEDED​

​Chamber website calendar​ ​EXISTS​



​Secretary updates directly — already working​

​↓​
​STEP 4 — CONTENT PILLARS​

​What's On​
​Chamber events and dates​ ​PROCESS​

​Member Spotlights​
​Who members are, what they do​ ​PROCESS​

​Cirencester Events​
​Local news and community life​ ​PROCESS​

​Business Tips & Networking​
​Advice and insight for members​ ​PROCESS​

​Business in the News​
​Local and industry press​ ​PROCESS​

​↓​
​STEP 5 — CONTENT CREATION​

​Caroline creates content​
​Canva for design, Metricool for scheduling​ ​EXISTS​

​↓​
​STEP 6 — APPROVAL​

​Caroline approves — routine posts​
​Publishes directly, no sign-off required​ ​EXISTS​

​Committee sign-off — sensitive posts only​
​One named contact (Chair/Secretary), 24hr window —​
​to be agreed​

​GAP — NEEDED​

​↓​
​STEP 7 — SCHEDULING​

​Metricool​
​Caroline & Fran — 3x per week per platform​ ​EXISTS​

​↓​
​STEP 8 — PUBLISHING PLATFORMS​

​Facebook​
​3x per week​ ​EXISTS​

​Instagram​
​3x per week​ ​EXISTS​

​LinkedIn​
​3x per week​ ​EXISTS​

​Monthly newsletter​ ​EXISTS​



​Via newsletter software (Mailchimp TBC)​

​Video / YouTube​
​Not yet — consider for future​ ​GAP — NEEDED​

​Priority actions​
​•​ ​Build the Google Form for member submissions (Steps 2 & 3)​
​•​ ​Activate Dropbox and create the five pillar folders (Step 3)​
​•​ ​Create a simple Google Sheet member database (Step 3)​
​•​ ​Nominate one committee contact for sensitive post sign-off (Step 6)​
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