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Digital Upskills Program Overview

Knox City Council are dedicated to providing ongoing support to businesses in 
the Knox community.

With the effect COVID restrictions has had on businesses, we recognise the 
importance of the need for businesses to optimise their digital capabilities in 
areas such as website content creation, search engine optimisation, social 
media and online marketing.

The Digital upskills program is a carefully considered program using highly 
skilled industry experts. It was created to provide tools and resources to 
enhance your digital capabilities and leverage these skills to support your 
business.



How Council Can Help You & Your Business
Knox First – Your local business guide  – this is a map to search for local businesses by category - businesses can 

register at: business@knox.vic.gov.au

Mentoring and Commercial Advice program - Register via Knox Biz at:

https://www.knoxbiz.com.au/content/2139/knox-council-mentoring-and-commercial-advice

Support local business – “Be kind” business packs – can be ordered at:

https://www.knoxbiz.com.au/content/2146/support-local-business

Business resilience package $1200 (software rebates and trials) - https://www.business.vic.gov.au/support-for-your-

business/grants-and-assistance/business-resilience-package/Small-Business-Digital-Adaptation-Program#FAQs

Wellbeing and Mental Health support: https://www.knoxbiz.com.au/content/2121/wellbeing-and-mental-health-

support-for-victorian-small-businesses

Register for Knoxbiz at: https://www.knoxbiz.com.au/Publication/Pub/subscribe.asp

https://www.knoxbiz.com.au/content/2139/knox-council-mentoring-and-commercial-advice
https://www.knoxbiz.com.au/content/2146/support-local-business
https://www.business.vic.gov.au/support-for-your-business/grants-and-assistance/business-resilience-package/Small-Business-Digital-Adaptation-Program
https://www.business.vic.gov.au/support-for-your-business/grants-and-assistance/business-resilience-package/Small-Business-Digital-Adaptation-Program
https://www.knoxbiz.com.au/content/2121/wellbeing-and-mental-health-support-for-victorian-small-businesses
https://www.knoxbiz.com.au/content/2121/wellbeing-and-mental-health-support-for-victorian-small-businesses
https://www.knoxbiz.com.au/Publication/Pub/subscribe.asp
https://www.knoxbiz.com.au/Publication/Pub/subscribe.asp


Program Reminders

● How to access a mentor -
Knox City Council’s Mentoring and Commercial Advice program: free confidential sessions with 

experienced business mentors and financial advisors.  Register via Knox Biz at:

https://www.knoxbiz.com.au/content/2139/knox-council-mentoring-and-commercial-advice

How to access resources - resources will be emailed to you prior to each session, please 

contact Cindy if you have any issues.

● How to access recordings of sessions - Via knoxBiz website: https://www.knoxbiz.com.au
● Facebook Group - https://www.facebook.com/groups/ttconlinecommunity
● Help & support  - Cindy Malifa - Ph: 0492 412 173 or email: 

cindy.malifa@knox.vic.gov.au

https://www.knoxbiz.com.au/content/2139/knox-council-mentoring-and-commercial-advice
https://www.knoxbiz.com.au/Publication/Pub/subscribe.asp
https://www.facebook.com/groups/ttconlinecommunity


Getting The Most Out Of The Zoom Sessions



Let’s Practice Using Zoom!

● Drop me a chat message just to 

check you can do this (it’s a good 

way to interact on the sessions

● Turn on your video or turn off 

your video now just to get the 

hang of it!

● Dare I say unmute and mute 

again to say hi!

More ‘non verbal’ ways you can interact with us on these sessions...



Giving people digital skills to 
succeed in a digital world

thetrainingcollective.com.au



Your Trainer: Yvette Adams
● Born and raised in NZ (Wellington)
● First job was with NZ Government 
● Travelled the world for most of my 20s, 

used London as a base / worked as a journalist & 
editor

● Arrived Australia 2004 - now a Australia citizen
● Two children - aged 13 & 17 + two step kids 14 & 18
● Started 6 businesses, sold 2, run 3 now - The Creative 

Collective, The Training Collective & awardshub.com
● Won multiple business awards myself and for my 

companies
● One of 10 official Facebook Community Trainers in 

Australia
● Hold multiple globally recognised certifications from 

Facebook
● Love any excuse to come to travel and do often
● Been using social networks extensively 

since 2007



RECAP



SESSION 1: Digital Stocktake (with Yvette)

✓ Have you completed your business model 
canvas to get clear on your business mission?

✓ Have you got your online toolbox sorted or a 
plan to improve it i.e. suitably fast internet, 
password manager, virus protection, suitable 
devices?

✓ Reviewed your website - made some notes, run 
some tests

✓ Reviewed your social channels - noted what 
networks and structure you have

✓ Reviewed your online systems - noted what 
you have & what you may need

✓ Joined the Facebook group - asked 
questions/got support



SESSION 2: Digital Marketing and Social Media Strategy (with Heather)

✓ Have you thought about what current digital 
trends might  affect your business?

✓ Have you identified your marketing objectives?
✓ Have you confirmed your target audience and 

defined your personas?
✓ Have you defined your brand voice?
✓ Have you identified what digital marketing 

activities you are doing/will start doing?
✓ Have you used the marketing plan/budget to 

draft a plan & budget for your activities?
✓ Have you considered how you will monitor, 

manage & respond on the various digital 
marketing activities?

✓ Have you considered how you will report on and 
analyse your digital marketing activities so you can 
see what works over time?



SESSION 3: Getting Your Website Right (with Kat)

✓ Have you thought about your website objectives?
✓ What type of website do you have/want?
✓ What platform is your website built on? Is this the 

best option?
✓ Have you looked into WordPress themes and 

Plugins? Have you looked into Shopify themes and 
apps?

✓ Did you work on producing a site map?
✓ Did you look into website hosting and domains?
✓ Do you have an SSL certificate?
✓ Will you DIY or outsource?
✓ Have you looked into analysis and maintenance 

options?



What We’ll Cover in this Workshop

1. Gain an understanding of what SEO is and 
how the search engines work

2. Know what a Google My Business listing is 
and how to get one (they’re free) 
and how to improve your listing (these rank 
really well on search engines if done 
correctly!)

3. Know what Google Analytics + Google 
Webmaster Tools are and why it is essential 
to install these correctly and submit your 
sitemap to Google if you’d like to get your 
website indexing better on Google (and 
benefit from any SEO work you may do)

4. Know your options for tools to conduct keyword 
research – from free to paid solutions

5. Understand the principles of conducting keyword 
research and choosing the right set of keywords for 
your organisation to aim to be found for on the 
search engines

6. Understand the aspects of a page or post you 
need to optimise

7. Understand ideal word counts and content 
production frequencies

8. SEO Case Study



ABOUT

What is SEO?

SEO stands for 
“search engine optimisation”.

In simple terms, it means the process of improving 
your site to increase its visibility 

for relevant searches on 
search engines i.e. Google, Bing etc..



IT’S ABOUT

Why Do I Need SEO?

1. 93% of online experiences begin with a search engine.

2. Google currently holds 90.1% of the total search engine 

market share (Google + Google Images), followed by 

YouTube (owned by Google), Yahoo!, Bing, and Amazon.

3. 57% of B2B marketers stated that SEO generates more leads 

than any other marketing initiative.

4. 81% of people perform some type of online research before 

making a large purchase.

5. 47% of consumers view 3-5 pieces of content created by a 

company before talking to a salesman from that company

6. 72% of online marketers describe content marketing as their 

most effective SEO tactic.

7. 75% of people never scroll past the first page of search 

engines.



How Do Search Engines Work?

Search engines have two major functions: crawling and building an 
index, and providing search users with a ranked list of the websites 

they've determined are the most relevant.



Why Do I Need SEO?

Most people start their search for information, a product, a service or a 
business on a search engine. More people now search the internet on 
mobiles than computers. If you can position for people searching, you 

can potentially get more website traffic, enquiries & sales!



Can I do SEO myself?

There are over 200 factors 
which determine where a web page ranks on a search engine and 

which factors are more important are determined by algorithm 
updates. 

The key is knowing:what you are starting with, what your 
objectives are, and where your time is best spent to make a 

difference as 
SEO can be time consuming & 

is a long term marketing strategy



IMPORTANT POINT: What You Find When You 
Search Versus Others Depends on...

Who you are, what you are looking for (and how you look for it) 
and where you are, as to what results are displayed for any given 

keyword combination.



EXERCISE

1. Go to Google right now and look for a good steak restaurant in 
your area (use keywords of your choice to do so - search 
whatever comes naturally to you)

2. Note what search results you get
3. Send in your answers for what ranks number 1, 2, 3 
4. Compare how they vary from one another



You can go ‘incognito mode’ on 
Google Chrome to see a true picture



And then there are regular algorithm updates!



There is another big one coming soon!

Google announced a big update coming soon in 2021 for websites! Page speed is going to play 
a even more important role than ever for rankings and SEO. A website will be considered fast 
under 2.5 seconds which currently is under 3 seconds! We really need to focus on building fast 
websites/mobile first from now on! Google will show those signals to users from May 2021.
https://webmasters.googleblog.com/2020/11/timing-for-page-experience.html?m=1

https://webmasters.googleblog.com/2020/11/timing-for-page-experience.html?m=1
https://webmasters.googleblog.com/2020/11/timing-for-page-experience.html?m=1


SEO in a Visual Sense

LOCAL SEO - LOCAL PACK - MAPS
Google My Business is another great free way to 
get high visibility on Google

ONLY 10 RESULTS - ORGANIC (NON-PAID)
We’re focussing on how to get these kinds of results 
today. ONLY 10 RESULTS



Tools You’ll 
Need to do 

SEO

Tools 
You’ll Need 

For SEO



RECAP: GOOGLE ANALYTICS

Created by Google in 2005. It is a tool you need to analyse 
data in one place.

Google Analytics is free and tells you about the performance 
of your website & where your traffic is coming from.

1. 
Audience

2.
Acquisition

3. 
Behaviour

4.
Conversions

Info about Gender, age, 
interests and location 

of  website visitors. 
Browsers and devices 

they use.

Detailed 
information about 
how people arrive 

at your site. 

Social, Direct, 
Referral, Organic or 

Paid.

How people are 
interacting with 
your site. Which 
pages on your 

website are the 
most popular.

Set up Conversion goal pages 
to review how many people 

engage to achieve your goals 
and which media support 

conversion best.



GOOGLE ANALYTICS

Create a Gmail Account and go to Google 
Analytics - sign in



1. Audience



2. Acquisition



3. Behaviour Most popular 
content



4. Conversions
Your Goal 
completions here



EXERCISE
1. Log into your Google Analytics
2. Ensure everyone who needs it has access
3. Remove your IP address
4. Locate a few initial key metrics such as:

- Unique traffic in the past month / compare to last year
- Unique traffic in the past 12 months / compare to previous 

year
- Source of traffic - how much of the traffic was from organic 

searches



Install Google Search Console 
(previously Google Webmaster Tools)

Google Search Console tells you about the health of your website i.e. 
if it has been hacked & is where Google gives you feedback on areas 

for improvement



More on Google Search Console 

Once you have Search Console 
installed on your site you need to 
verify it & submit your sitemap to 

Google. 

You then need to check for errors & 
monitor it ongoing & fix things up as 

required to ensure good rankings.

In our audit we picked up that you didn’t have your sitemap 
submitted to Google Search Console. Gina will discuss this further 
when she comes on today.



More on Google Search Console



More on Google Search Console

You must submit your sitemap to get picked up by Google and to keep getting new 
content (blogs, news, changes to web pages) picked up. How easy this is depends on 

your website and tech ability.



EXERCISE

1. Log into your Google Search Console
2. Ensure everyone who needs it has access
3. Submit your site map
4. Note any issues Google is reporting about your site



WHAT IS GOOGLE TAG MANAGER?

GTM is a free tool that allows you to manage and deploy 
marketing tags (snippets of code or tracking pixels) on your 
website (or mobile app) without having to modify the code.



WHAT IS GOOGLE TAG MANAGER?



Tools - SEMRush (PAID)

Keyword Magic Tool is one of the many tools inside SEMRush



MOZ - Keyword Explorer

Tools - MOZ -

Keyword Explorer 

(FREE TOOL - up to 

10 queries/month)



Tools - Google Keyword Planner (FREE)

In order to use the Google Keyword Planner, you’ll need to have a Google Adwords account. If you don’t 
have an Adwords account already, you can set one up in a few minutes.

https://adwords.google.com/aw/keywordplanner/home

https://adwords.google.com/aw/keywordplanner/home


Google My
Business

LOCAL SEO: 
Google My 

Business



GET/CHECK YOUR FREE 
GOOGLE MY BUSINESS LISTING



Found your business? Great! 

No? Add it!

Add a new business here



NO? GO TO THIS URL AND MAKE ONE.
YES? SIGN IN AND UPDATE IT!

https://www.google.com.au/intl/en-AU/business/



YOU’LL NEED TO VERIFY YOUR LISTING TOO



Download the Google My Business App



Get Reviews via the App 
(they help with rankings)

Become a manager and 
update your Google My 
Business listing regularly



Conducting
Keyword 
Research

Conducting 
Keyword 
Research



Come Up with 
Topics/Themes

How To 
Conduct Keyword 

Research



It’s All About Relevance



Consider the Intent and the Person Behind a Keyword

• Informational Searches i.e. ‘how to 

change a tyre’

• Location based searches i.e. ‘best steak 

in Wantirna’

• Brand / Product Searches i.e. ‘converse 

red boots size 7’

INTENT

PERSON



Not All Keywords Are Equal & Search Queries Keep 
Evolving

•Competitive keywords that many 
brands/business try to rank for
• Terms that are way too broad, and not 
relevant or focused enough to what you offer 
• Terms that are too specialized, which nobody 
searches for 
•People are clicking on the tabs to get to the 
content they want i.e. news/images/videos
•People are now searching via voice too!



Find What People are Searching for Online

https://trends.google.com/trends/explore

Google Trends shows search interests of a particular topic or search term 
over a period of time, across various regions of the world and in a variety 

of different languages. This trend data can be filtered with either real time 
searches from the last seven days or a longer time frame; like 2010 until 
present date, depending on the amount of and type of data you want to 

look at.

Google Keyword Planner

To access Keyword Planner your account must be using expert mode. 
You won’t be able to access Keyword Planner if your account is using smart mode.

You must complete your account setup by entering your billing information and 
creating a campaign. If you’re not yet ready to spend money, you can 

choose to pause your campaigns.

Keyword Planner helps you research keywords for your search 
campaigns. You can use this free tool to discover new keywords 
related to your business and see estimates of the searches they 

receive and the cost to target them. Keyword Planner also provides 
another way to create search campaigns that’s centred around in-

depth keyword research.

https://trends.google.com/trends/trendingsearches/realtime?geo=AU&category=h
https://support.google.com/google-ads/answer/9520605
https://support.google.com/google-ads/answer/9520605
https://support.google.com/google-ads/answer/6366720
https://support.google.com/google-ads/answer/2404259
https://support.google.com/google-ads/answer/9247190


Google Keyword Planner

In order to use the Google Keyword Planner, you’ll need to have a Google Adwords 
account. If you don’t have an Adwords account already, you can set one up in a few 
minutes.

https://adwords.google.com/aw/keywordplanner/home

https://adwords.google.com/aw/keywordplanner/home


Google Keyword Planner

Next, login to your Google Adwords account. Click on the 
wrench icon in the toolbar at the top of the page.



Google Keyword Planner

Then choose “Keyword Planner”



Google Keyword Planner

You’ll be presented with two different tools within the Google Keyword 
Planner: “Find New Keywords” and “Get metrics and forecasts for your 

keywords”.



Google Keyword Planner

As you can see, the field for this tool says: “Enter words, phrases, or a URL 
related to your business”. The value you get from the planner is largely based 

on the information that you enter here. So you want to be strategic about what 
you type into this field. Hit ‘GET STARTED’ from there.



Google Keyword Planner

Get metrics and forecasts for your keywords
This is a feature that’s useful if you already have a long list of keywords and just want 
to check their search volume. In other words, this tool won’t help you generate new 

keyword ideas.

Simply copy and paste a list of keywords into the search field, 
and hit “Get Started”.



Google Keyword Planner

You’ll also see the same Keywords Results Page you see when you use the “Find 
new keywords” tool.

The only difference is that a) you only get data on the keywords you entered and 
b) Google will predict how many clicks and impressions you’ll get from the 

keywords you entered:



Google Keyword Planner

Both the tools I just described will take you to the 
“Keywords Results Page”, which looks like this.



TERMINOLOGY & CONSIDERATIONS

Keyword (by relevance): This is the list of keywords that Google considers most relevant to the 
keyword or URL you typed into it.

Avg. monthly searches: Pretty self-explanatory. However, keep in mind that this is range…and not a 
super-accurate indicator of search volume.

NOTE: certain seasonal keywords (like “Halloween costumes”) may get 50,000 searches in October and 
100 searches in May. So the average monthly searches can be somewhat misleading in some cases.

Competition: This reflects the number of advertisers bidding on that keyword. You can read more 
about how to determine commercial intent in: Chapter 4: How to Determine a Keyword’s Commercial 
Intent

Top of Page Bid: Yet another rock-solid way to size up a keyword’s monetisation potential. The higher 
bid here, the more lucrative the traffic.

https://backlinko.com/commercial-intent
https://backlinko.com/commercial-intent


Keyword 
Grouping



Keyword Grouping - Export Relevant Words > Shortlist

Average 
monthly 
searches

Level of 
competition

0.01 = low, 
100 = high

Ideal keywords have a reasonable number of monthly 
searches and ideally not too high competition, unless they 

are highly relevant



Identify What Keywords You Will Use on What 
Pages/Posts

Access Keyword list templates from the Resources Folder
for today



EXERCISE

1. Access the keyword planner template from the Resources Folder
2. Using one of the keyword tools we have introduced you to, 

conduct some keyword research for an article you plan to write 
soon or have in development on one of the free tools 
(Keyword Planner or Moz Tool)

3. Identify what keyword/keywords you could use to optimise the 
page (and we’ll show you how to optimise the page later today)



How to Optimise Your Pages - ensure you have a 
website which can be optimised & add necessary 

plugins



How to Optimise Your 
Pages - ensure you have a 

website which can be 
optimised & add 
necessary plugins



How to Optimise Your Pages



How to Optimise
Your Pages

Use Your Target Keyword In The First 100 
Words. WHY? Google puts more weight 
on terms that show up early in your page.



How to Optimise 
Your Pages

● Include your target keyword in at least one 
subheading. And wrap that subheading in an H2 tag.

● Keyword frequency: This isn’t about keyword 
stuffing or anything like that.

● It’s simply mentioning your target keyword a few 
times to confirm to Google that your page really is 
about that topic.



Yoast’s Traffic Light System & Tips



How Many Pages/Blogs/Content Do You Need & How 
Long Do They Need to Be?

● Minimum 300-400 words per 
page/blog

● Ideally 1000-2500 words (yes, a lot of 
words)

● Lean on content research for what to 
write especially the questions i.e. 5 
W’s & H i.e. Who, What, Where, Why, 
When, How… - if there is search 
volume for this, it could be good 
content for a page or blog

● Publish new content as often as you 
can and outsource if writing is not 
your thing or you don’t have time



Don’t forget you are optimising PER PAGE and each 
indexed page could be arrived at from Google

Search term of 
‘content marketing guide’



Check Your Text in a third party before putting it on page

https://seoscout.com/tools/keyword-analyzer
analysing content from our page: 

https://www.thecreativecollective.com.au/
social-media-management/

https://seoscout.com/tools/keyword-analyzer
https://www.thecreativecollective.com.au/


Inspiration: How We Won The 2020 Best SEO Campaign 
Award for our client Lash & Brow Supplies

THE NEWS STORY:
https://www.thecreativecollective.com.au/blog/national-industry-
award-for-best-seo-campaign-of-2020/

FULL CASE STUDY: 
https://docs.google.com/document/d/1v0e2EZ31r5JhhHgx3wx9hPRBj
XvkdQY0Txb3DCfYL3s/edit

https://www.facebook.com/thecreativecollective/videos/352964422696356/
https://www.thecreativecollective.com.au/blog/national-industry-award-for-best-seo-campaign-of-2020/
https://docs.google.com/document/d/1v0e2EZ31r5JhhHgx3wx9hPRBjXvkdQY0Txb3DCfYL3s/edit


QUESTIONS

?



Where You Can Go For Help

● Private Facebook Group -

https://www.facebook.com/groups/ttconlinecommunity

● Book in a mentor session with Council

● Book in a mentor session with The Training Collective team

● Phone Cindy:  0492 412 173

● Email Cindy: Cindy.Malifa@knox.vic.gov.au 


