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Key Takeaways 

1. Get Alignment On Team Tools & Process 
 
We opened the conversation sharing the challenges we’re all currently facing with 
organization and collaboration in content marketing. Common themes included:  

● keeping everyone on the same page, following similar processes, finding things, 
repeating work  

● promoting content - getting content out there 
● silos - open up to new ideas, work across functions  
● using a unified tool that gets adopted by everyone, sticking with it  
● how do you organize all the content that gets produced? 

 
Whether we’re working in a start-up of 3 or a corporation of 15,000, developing 
systems for managing collaboration is a challenge.  
 
ADOPTION 
One key challenge was getting adoption and buy-in on a collaboration tool that really 
works.  
 
We all struggled with this one and there isn’t really a one-size-fits-all solution, but one 
suggestion was to take your team in baby steps from systems they’re familiar with to 
systems that are more distinct. An example was using Google Sites/wikis for 
collaboration in teams already comfortable using GMail and Google Docs.  
 
Another suggestion was to remove alternatives. A few participants were using Slack 
full-time for all internal communication - no email whatsoever. If email is a stumbling 
block to collaboration, shifting full-bore into a system like Slack could be a good 
solution.  
 



         

There was resounding consensus on the power of Slack as a collaboration tool, and 
one that seemed to be easily adopted among small teams.  
 
PROCESS 
A big pain point was standardizing and aligning around a specific process that 
facilitated collaboration and efficiency.  
 
One suggestion was to standardize on your deliverables. Create definitions for each 
content product you’re intending on creating -- whether a “brief,” “story,” “white 
paper,” “data sheet” etc., your process will be streamlined by a clear understanding 
from all parties on what to expect.  
 
Teams should also standardize on where communication happens, to keep teams 
on the same page. Some tools offer powerful commenting systems; others don’t. One 
suggestion was to generate new Slack events or rooms for each deliverable to keep 
everyone aligned. Otherwise, some participants said they do “whatever it takes” to 
keep in touch with team members - from email to Twitter DMs, it can be an uphill 
battle.  
 
2. Tools to Organize Teams  
 
We discussed a broad range of tools for team organization, but they roughly fell into 
the following categories: tools for file sharing; collaborative creation; calendaring; 
and project management. In terms of overall collaboration and communication, 
Slack was tool of the hour.  
 
FILE SHARING  

● Google Drive  
○ great for sharing docs and collaborating internal/external  
○ not great for storing media 

● Dropbox 
○ great for sharing media 
○ not a great comment stream/functionality  

● Accellion - good for content that needs to go through an approval process 
● Aspera for fast file transfers  

 
COLLABORATIVE CREATION 

● Canva 
○ rolling out Canva for Work  

https://www.google.com/drive/
https://www.dropbox.com/
http://www.accellion.com/
http://asperasoft.com/
https://www.canva.com/
https://about.canva.com/work/


         

○ create tons of different types of graphics and edit them and export them 
easily 

○ collaborate easily in the cloud  
● Gyazo 

○ simple and easy desktop screenshot tool, creates a shareable link  
 
CALENDARS 

● CoSchedule 
○ editorial calendar that integrates with wordpress, publish right from the 

calendar  
○ create lots of different content types, blog posts, social media, videos 
○ not great to send edits back and forth through  
○ nice interface, easy to use  

● Sunrise Calendars  
○ integrates with all your other calendar platforms 
○ integrates with to-do lists and reminders  
○ “meet” - installs a new keyboard in your iPhone that lets you open your 

calendar to find a time to meet  
● Google Calendar 

○ different calendars for each theme  
 
PROJECT MANAGEMENT  

● Breeze - scrumboard, break down the project into bite-size pieces, define hours 
& time 

● Pivotal  
○ project management tool  

● google sites, wikis  
○ people feel at ease with it, it feels and looks like gmail, integrates with 

google drive  
SLACK 

● create private groups based on deliverables  
● generate a slack event that shows you created a deliverable 
● you can attach anything, from files to webpages 
● it’s all searchable so it becomes a repository of valuable info — “actually we 

don’t need to use email for any of this anymore!” 
 
3. Tools to Organize Yourself 

https://gyazo.com/
http://coschedule.com/
https://www.sunrise.am/
https://sunrise.am/meet/
https://www.google.com/calendar
http://www.breeze.pm/blog/37-breeze-is-an-alternative-to-pivotal-tracker-and-trello
http://www.pivotaltracker.com/
https://www.google.com/work/apps/business/products/sites/


         

 
Apart from organizing and collaborating with our teams, a big content creator hurdle is just 
organizing our own workflow. We talked about Evernote as a great tool for keeping everything 
in your life organized and in one system, and we went over some timetracking tools to keep us 
on task.  
 
EVERNOTE 

● Always rolling out new features - read the blog to learn about new features  
● forward emails into a folder/tag in evernote 
● put EVERYTHING in there -- for most people, this is an all-or-nothing system!  

 
TIMETRACKING  
 

● Use a timer 
○ Whatever timer you want  
○ Start at an hour and count down 
○ Put it in another window and close everything else  

● Freshbooks time tracker  
○ for freelancers/independent business owners  

● Forced restrictions  
○ Self-Control  
○ Vitamin R  

■ pomodoro technique - 25 minutes of focused, concentrated work, 
then 5 minutes of a break or reward  

● 30/30 
● Flow Timer 

 
4. Don’t Forget ANALOG Tools 
 
In all our conversation about the digital tools we use day in and day out, participants brought up 
the very important point that analog collaboration is often the best way to go. Here are some 
of the tactics we brought up for inperson collaboration.  
 

● 15 minute oneonones with people to make sure the dates/process works for them  
● Daily standup meetings 
● Building in a feedback loop for projects  “retrospective” meetings after the conclusion 

of a large project   
● Setting Google Calendar to default to 50 minute meetings rather than 1 hr 

https://blog.evernote.com/
http://www.freshbooks.com/
https://selfcontrolapp.com/
http://www.publicspace.net/Vitamin-R/
http://3030.binaryhammer.com/
http://www.flowtimer.net/en


         

● Assigning notetakers  nothing’s worse than sitting in a 50 minute meeting with no 
action items or next steps documented.  

 
 


