


BUILD POSITIVE DIGITAL
PRESENCE WORKBOOK

This workbook is crafted to guide you through the essential
strategies and practices of managing a positive digital reputation.
Through hands-on exercises, reflection activities, and practical
applications, you'll gain a solid foundation in shaping and
protecting your online presence. Each section is designed to build
key skills, helping you approach online reputation management
with confidence and adaptability.

Understand the importance of a cohesive brand identity in the
digital space

Develop strategies for effective social media engagement
Learn techniques for managing online reviews and feedback
Create a crisis management plan for online reputation
protection

Explore methods for sustaining long-term digital reputation
success



Exercise 1: Core Values Identification

List three core values that define your brand. For each value,
provide an example of how it could be communicated through
your online presence.

Value:
Example:

Value:
Example:

Value:
Example:

Exercise 2: Brand Voice Consistency

Read the following statements and decide if they align with a
formal, professional brand voice or a casual, friendly brand voice.
Write "F" for formal or "C" for casual next to each statement.

"We regret any inconvenience this may have caused."

"Oops! We goofed up. Our bad!"

"We appreciate your patience in this matter."

"Hey there! Thanks for reaching out!"

"Please don't hesitate to contact us with any further
questions."



Exercise 3: Storytelling for Brand Identity

Create a brief origin story for your brand (real or imagined) that
aligns with your core values. Limit your response to 100 words.

Exercise 4: Visual Identity Matching

Match the visual element with its purpose in creating a cohesive
brand identity:

____Color Palette A. Ensures readability and brand
recognition

Logo B. Sets the overall tone and emotion of the brand

___Typography C. Provides a unique, identifiable symbol
for the brand

Image Style D. Maintains consistency in visual
communication



Exercise 5: Adaptive Content Calendar

Create a week-long content calendar for a fictional fitness brand.
Include one post for each day, ensuring a mix of content types.
Use the following format:

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

Sunday

Exercise 6: Social Listening Scenario

You're monitoring social media for your tech company and notice
a surge in conversations about privacy concerns related to your
latest product. How would you use this information to inform your
content strategy? Write a brief action plan (50-75 words).



Exercise 7: Influencer Partnership Evaluation

Rate the following factors in order of importance when selecting
an influencer partner (1 being most important, 5 being least
important):

_ Number of followers

__ Engagement rate

____ Content quality

___ Alignment with brand values
___Audience demographics

Explain your top choice in one sentence:

Exercise 8: Balancing Promotional and Value-Added
Content

For each content idea, mark whether it's primarily Promotional (P)
or Value-Added (V):

____Behind-the-scenes video of product manufacturing
____24-hour flash sale announcement

___Industry trend analysis blog post

__ Customer testimonial

____ How-to guide related to your product's use
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- New product launch countdown
> ___ Q&A session with company expert

- ____ Limited-time discount code



Exercise 9: Responding to Negative Reviews

Read the following negative review and craft an appropriate
response using the principles discussed in the book. Keep your
response under 75 words.

Review: "l ordered a laptop from this company and it arrived with
a cracked screen. Customer service was unhelpful and refused to
replace it. Terrible experience, would not recommend!"

Your response:




Exercise 10: Review Analysis

Analyze the following table of review data for a fictional
restaurant:

Food Quality 50% 4.2/5 Taste, Portion
Size

Service 30% 3.8/5 Speed,
Friendliness

Ambiance 15% 4.5/5 Decor, Noise
Level

Value 5% 3.5/5 Pricing, Portions

Based on this data, what area should the restaurant prioritize for
improvement? Justify your answer in 2-3 sentences.

Exercise 11: Leveraging Positive Reviews

List three ways you could use a highly positive customer review
to boost your brand's reputation:




Crisis Management with Confidence
Exercise 12: Crisis Scenario Planning

For each of the following potential crises, write a brief (1-2
sentences) initial response statement:

-> Data breach exposing customer information:

> Product recall due to safety concerns:

> Employee caught making inappropriate comments on social
media:

Exercise 13: Crisis Communication Channel Selection

Match the crisis scenario with the most appropriate primary
communication channel:

= Urgent product safety recall A. Press release

> CEO statement on company values B. Email to
customers

> Response to viral negative video C. Social media post

> Detailed explanation of data fix D. Website update



Exercise 14: Post-Crisis Learning

Imagine your company just navigated a minor social media crisis.
Create a brief post-crisis evaluation checklist (5-7 items) to
ensure you learn from the experience:
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Exercise 15: Adaptability in Action

Describe a recent change in the digital landscape (e.g., new
platform, algorithm update) and explain how you would adapt
your digital reputation strategy to account for this change.
(75-100 words)

Exercise 16: Data-Driven Decision Making

List three key performance indicators (KPIs) you would track to
measure the success of your online reputation management
efforts:

Exercise 17: Ethical Considerations

For each scenario, decide if it's ethical (E) or unethical (U) in
terms of digital reputation management:

____Using automated bots to increase your follower count

Responding to all customer reviews, positive and

M



negative

= Deleting negative comments on your social media posts
> ____ Clearly labeling sponsored content from influencers
> ____ Creating fake positive reviews for your products

Exercise 18: Future-Proofing Strategy

Develop a brief (5-7 steps) action plan for future-proofing your
digital reputation:

20 22 20N 2 2
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Glossary of Key Terms

Digital Footprint:

Brand Identity:

Social Listening:

Influencer Marketing:
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User-Generated Content (UGC):

Crisis Management:

Online Reputation Management:

Key Performance Indicator (KPI):

Sentiment Analysis:
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Digital Persona:

This workbook provides practical exercises to apply essential
strategies in online reputation management, empowering you to
strengthen your digital presence and build trust with your
audience. Complete these exercises to elevate your skills and
make a lasting impact in the digital space.
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