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Introduction

You will be learning constantly as you move forward through the CoachYu program.
Do your research: Be proactive and do research before asking questions. Suggest the
solution you think is correct when you ask your questions whenever possible.

Search with Google, specifically if you are looking for information that is not specifically a
BlitzMetrics practice or process, (e.g. how to link a specific time in a Youtube video, how to

use a WordPress plugin, etc.).

Ask your team lead via email or Skype. If you are new to the system, be sure to send out
an email with your Skype username to get connected to the rest of the team. Our senior
team members have a huge email load, so refer questions to your team lead whenever
possible. You can locate your team lead in the Team Roster.
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Key Assets

Only internal team members of CoachYu will have access to these documents. If

you are not an internal team member, and you need access, you are very unlikely to gain
access.

Make sure to have access and bookmark these assets and the assets that follow:
e C(lient Tracker.
e Operations Process Guide.

How To Use The Daily Tasks Checklist

TEMPLATE Daily Tasks Checklist

Video Guide: How To Use The Daily Tasks Checklist (4:33)
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https://docs.google.com/spreadsheets/d/1CB0AVf7rYby0lz9OxGIUpcjny4sm2GBgh0CEQ9wCaSY/edit#gid=1447059879
https://docs.google.com/document/u/3/d/1rR6z3Jch6-H1m7QJ5AF7-IsrkR3wcav2JybNviNT9uQ/edit
https://docs.google.com/spreadsheets/d/1Y6ZxmaF7YEkdez0YdTGqxQ5O24oq0WNryP31Ym7ZxUo/edit#gid=1587489826
https://www.loom.com/share/b1eb5b4cf6464319b05b2f7e745269d4
https://www.loom.com/share/b1eb5b4cf6464319b05b2f7e745269d4

Asset Tracker

There is a huge amount of information in our current courses, programs and
guides, which you'll find in the Asset Tracker tab: Important Docs.

Courses and Programs are composed of many components such as the guide,
videos, presentation version, and so forth. Team members often mistakenly believe that
the PDF guide is the course itself.
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https://docs.google.com/spreadsheets/d/1VPZRG7uEl3_3RCdaJrX3YFXeDqwRtDQXfFhcwuzQFbM/edit#gid=1257458773

BlitzMetrics Content Library

There are countless articles that BlitzMetrics has written on a wide variety of

marketing topics, which you'll find in our Content Library.

(1522) INTERNAL: How.to Navigate Our.Content Library
C' @ Secure | https://docs.google.com/spreadsheets/d/1ZI82LIKiF6-17XVWZGpiLf yRygeXvapAja1LObUe8/edit#gid=360818702

BlitzMetrics Content Library o

File Edit View Insert Format Data Tools Add-ons Help

S~ % - 5 % o o m-

Title
A

Last edit was made 3 hours ago by Logan Young

Title

Dennis Yu on How to Become a Technical Marketing Expert
Why you should NOT be working on your personal brand

Want to get a blue check mark on Facebook?

How to unlock Success on Facebook working with local businesses
Business Manager Article for SME
o the Exact Opposite of What You're "Supposed to Do" to Drive Results by Dennis Yu
The One Skill You Are Missing That s Critical In 2017

Use Facebook~- you don't need a website in 2017
How 10 tel if they're serious or not

Why nearly everyone gets personalization wrong
How Isaac Irvine got 70 million views on his Facebook video, step-by-stef

Why | am so slow

audroe.moua@bltzmetrics.com ~

Comments

z

o

Author(s)

hitps://www.dennis-yu.com/why-i-am-so-siow/

9ways| ¥
Jason Miller is the true rockstar of content marketing

‘What Ive learned after giving over 730 pr speeches

Dennis Yu
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https://docs.google.com/spreadsheets/d/1Zl82LiKiF6-17XVWZG1pjLf_yRygcXvapAjq1LObUe8/edit#gid=1576749839
https://www.youtube.com/watch?v=tLmciNkLiyo

Team Roster

Ideally, nobody on the team will ever have to ask anyone for their Skype, email,
phone number, time zone, birthday, and so forth, since we keep this information updated
in our Team Roster.

Take a moment to make sure your information is up-to-date, and bookmark the
document for future uses. Add a row to insert your picture and contact information.
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https://docs.google.com/spreadsheets/d/1lQT3Ckkxe6wmuews0ES6fw7wPgOLwZ41v4mSBQy7jco/edit#gid=1581138564

How To Access BlitzMetrics YouTube Library

Access BlitzMetrics Youtube Library - RAW - - = . O »
s c @ Yo 1bSDZIVBCH 5 columnType %A date2CsortOrder’. % M @ v ~ o R e 0@ 0 @ :

= @ Studio Q x DoraE @ ()

@ Channel videos
Your channel )

1. Login to YouTube with a BlitzMetrics email address.
2. Click on your avatar icon.

Warren Buff >

C | @ youtubecom w QEew .- ~9o 0% o o e
23 Premium ™ Search Q &
Home All recommendations Financial independence Professional boxing Visual Effects Stocks Real estate investing Training Real Estate
raining
Trending

Subscriptions

3. Click “Switch Account”.

G'Ralz Olasiman
| gpolasiman72094@gmail.com
Manage your Google Account
Your channel

Paid memberships

YouTube Studio

m|# @ @

Switch account >

&3]

Sign out

4. Click “BlitzMetrics”.
Once you've chosen BlitzMetrics, you'll now be able to access the full
BlitzMetrics video library.

COACHYU
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https://www.youtube.com/watch?v=JdTKjTElWfA
https://www.youtube.com/

& Accounts

gpolasiman72094@gmail.com
BlitzMetrics
1,160 subscribers
G'Ralz Olasiman

@ No subscribers v

This account is managed by
blitzmetrics.com. Learn more

gralzo@blitzmetrics.com

BlitzMetrics
1,160 subscribers
More accounts

5. Click the BlitzMetrics Icon.

C @ youtube.com ‘}‘GEW'*'H"QDG
D3 Premium ™' Search Q = ﬂ
Home

Recommended
Trending
Subscriptions
Originals

| SN e W |

6. Click “Youtube Studio”.

@ BlitzMetrics

Manage your Google Account

Your channel

Paid memberships

YouTube Studio

m|#|@ @D

Switch account >

&3

Sign out

You'll be redirected to the BlitzMetrics Youtube Dashboard.
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https://studio.youtube.com/channel/UCaYb1b5DZfYbCHVZAe5y3BQ

€« C & studioyoutube.com/channel/UCaYb1bSDZYbCHVZASy3BQ # M a@@w ~ 9o Reao@E0 @:

= D Studio Q

B @ (%)

Channel dashboard N
Latest video performance News < > Impertant notifications < 5 )
Your channel k Video received a copyright claim
Dashboard
3 videos [ | VIEW OPTIONS
Dennis Yu on CNN R B
Playlists COVID & US Hispanic Community
Teachingmen Becky
M  Analytics 19 from Dr. Elena Rios, CEO Channel analytics
dical Associatio
a comments Ranking by views 10f10 » Curent subscribers
WATCH Now
Views 244 @ 1,1 66
+86 in last 28 days
B3 subtitles Impressions click-through rate 4% Q '
Average view duration 231
$  Menetization o What's new in Studio Summary
ast 28 da
v . GO TO VIDEO ANALYTICS
B audiolibrary Find out when your viewers are on YouTube v 20Kt 3
Settings SEE COMMENTS (0) Watch time (hours) 89.14 2

Upload multiple videos with batch uploads

| &

Send feedback Top videos
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Six Roles for VAs

@piitzmetrics  GIX ROLES FOR VAs

VIDEO EDITOR

-Take raw videos and upload to YouTube library and Content Library.
-Chop them up, edit, caption, effects.

-Load to Facebook in a draft.

-Boost and tune ads based on performance.

OPERATIONS SPECIALIST

-Onboard new clients and specialists.
-Handle packages and billing via Infusionsoft.
-Follow up on dropped items.

-Schedule meetings, including reminders.
-Update Operations Process Guide.

CONTENT SPECIALIST

-Transcriptions with editorial.

-Manage Quuu submissions.

-Lightweight editorial and coordination-- listicles, interviews, webinar
summaries, topic wheels.

-Gather content to assemble Topic Wheel and other components of
the client and internal Content Libraries.

DESIGNER

-Maintain guide iterations, working with Amir and Ethan.
-Update master asset tracker and list of Infusionsoft landing pages.
-Create client-specific versions, including infographics.

COMMUNITY MANAGEMENT

-Lightweight response on Facebook, Linkedin, blog, Twitter, etc...
-Help users with basic questions-- sending them to relevant articles,
videos, courses.

-Manage connection requests for Dennis on Facebook.

-Answer the phone during core hours-- phone number on site,
Facebook messenger leads.

DASHBOARD ENGINEERING

-Implement plumbing on new client websites.

-Manage IF/THEN triggers in the Logic Builder.

-Configure new websites for clients and specialists (WPMU and
integration).

-Update database schema documentation and engineering roadmap.
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How To Achieve Individual Effectiveness And Team
Effectiveness
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Being an effective project manager by troubleshooting from the Client Tracker
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https://www.youtube.com/watch?v=bUlfp4qR3AY
https://www.youtube.com/watch?v=bUlfp4qR3AY&feature=youtu.be
https://www.youtube.com/watch?v=yGvyyF_m7pc
https://www.youtube.com/watch?v=yGvyyF_m7pc&feature=youtu.be

Communication

If you're new to digital marketing, it's quite confusing-so much to learn. Along with
that you will encounter new things and digest new material constantly. You should actively
learn for our existing training and checklists. However, not 100% of what you need to
know is covered in the videos or the articles. We intentionally do not teach every single
aspect of every single task, since we don't want to duplicate the entire body of knowledge
of digital marketing-just the critical pieces most unique to what we do. While there will
always be an unlimited number of topics to study and go into deeper, we also have to see
how practically you can get work done-as is typically in most fast-growing companies.

Communication Is Key And To Win We Must Address All
Concerns

It's the lifeblood of our success and the pulse for clients. There is never the “taking
away” of a lightweight touch... By not delivering our message we hurt their progress and
ours.

In general, when you receive an email and you need to reply, if the topic is the same,
simply reply to the same email thread.
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Start OF Day Reports

1. Verify that the start time of your schedule is accurate in the Team Roster.
2. On the start of your shift, send a Skype message to live:access_268 that says “l am
starting my shift”.
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https://docs.google.com/spreadsheets/d/1lQT3Ckkxe6wmuews0ES6fw7wPgOLwZ41v4mSBQy7jco/edit?pli=1#gid=1581138564

End Of Day Reports

Creating End of Day Reports is one of your responsibilities as a team member. Do
what you must in order to make sure that you do not miss posting from Monday to Friday.
You must start creating End of Day Reports from your starting date and beyond. You can
set an alarm at the end of the day, create a daily to-do list, or post a memo near your desk
to make sure you always keep them in mind. We post these messages on Basecamp.

Answer the following questions with your top 5 most significant tasks in the
"daily-updates" chatbox once per day at the end of your workday. Top 5 means the most
important items. So if you're listing 5 random things, instead of the top ones-- we don't
understand the value.

1. What | did.
2. What | have to do.
3. What you need from others (Optional)

Make sure to give specifics in your answers to help the team differentiate from your
answers in previous days. For example, maybe you uploaded 15 more episodes of a series
of videos or let in 3 customers.

This is to ensure that the End of Day Report will be a meaningful exercise instead of
pasting in the same functional line items each day-- not useful to you or the team.

Managing your emails.
Inbox Zero.

Answering EOD report
Answering SOD report.

vk N

Most recurring tasks.
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https://3.basecamp.com/4057320/buckets/22390625/questions/3789778881

Thank You for previewing this eBook

You can read the full version of this eBook in different formats:

» HTML (Free /Available to everyone)

» PDF /TXT (Available to V.I.P. members. Free Standard members can
access up to 5 PDF/TXT eBooks per month each month)

» Epub & Mobipocket (Exclusive to V.I.P. members)

To download this full book, simply select the format you desire below

N\~
Ej Free-Ebooks.net


http://www.free-ebooks.net/

