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DIY Guide
When it’s on you to supplement your institution’s 
efforts to promote your program, here are some 
actions you can take:

➔ Instagram Live AMA Event
Host an IG AMA event with help from 
your student leaders

➔ Donor Pitch Sheets
Give potential donors ways to help you 
at various price points

➔ Department Website in Wordpress
Control the messaging while showcasing 
your students’ work & testimonials 



Instagram Live AMA Event
Goal:  To raise awareness of Cabrini’s COM 
Department, our majors, minors & student media.

Created and executed by the faculty in Cabrini’s 
COM Department.

Fronted the voices of our student leaders in a 
~20-minute AMA format for authentic and relatable 
interactions.

Promoted in concert with Admissions & 
Marketing Communication.



DIY High Level Process 
Tips
Position two student 
leaders per media area 
in their media spaces.

Rehearse! You’ll have to 
go live to do this, but it’s 
worth a short dry-run.

Have someone type the 
q’s posed by the IG 
audience into a shared 
Google Drive doc. Don’t 
have to scroll back 
down to them & good 
for follow up on social.

- Determine a date for the IG AMA Event that falls before an in-person open 
house at your institution. Good way to tease the in-person visit.

- Ask two of your most highly-engaged and well-spoken student leaders in 
each media area / major / minor to participate.

- Ask Admissions to send out an email invite to prospective students. Write 
the email invite for them. Ask Marketing Communication to promote the 
event on the university’s social media accounts.  Create the graphics. Share 
from your department’s social accounts, too.

- Develop a loose script for the AMA. Consider having the Chair open with a 
short welcome and be the emcee throwing q’s to the student leaders in 
various media areas. Have q’s ready to answer while you’re waiting for the 
audience’s questions. Students throw q’s to the Chair if they need help.



Lessons Learned
Prospective students have to be following 
your IG account in order to get the 
notification you’re going live so they can click 
to join. Invite them to do this in the email 
invitation.

You can only have 4 accounts present 
simultaneously, so come up with the order in 
which you’ll bring accounts in. 

The host IG account can invite student media 
accounts to join or those accounts can 
request it. Both felt clunky, but practice and 
see what feels comfortable.

If you have the budget, do paid social 
advertising to promote the event. 
https://www.instagram.com/p/CqL9z4juyRx/?img_index=1



Handouts
Scan the QR Code to access these handouts:

● E-mail invite to the IG AMA Event

● Program flow & suggested script



Donor Pitch Sheets
Goal:  To help Institutional Advancement raise funds 
for your program.

Created by departments or schools in the university in 
conjunction with IA and Marketing Communication.

Helpful to engage potential donors who want to be 
very directed in their support (vs. “general fund”).

Think broadly: undergraduate research, curriculum 
development, publication resources, study abroad, 
assistive technology, speaker honorariums, database 
costs, new equipment or software, etc.



DIY High Level Process 
Tips
Revisit your latest 
program review. Were 
there initiatives 
recommended that you 
can include?

Consult your Department 
Advisory Board for their 
recommendations on  
student experiences, 
technology, etc.

Don’t be afraid to include 
your capital funding 
needs.

- Meet as a department to develop a list of items (experiences, technology, 
etc.) that will enhance your students’ success.

- Ask: Can these items be bundled? For example, a remote sports package 
bundle of equipment. Bundle, categorize, and prioritize.

- Research the associated costs, which may include engaging vendors for 
quotes to have accurate totals.

- Produce the donor sheet content. Write a blurb for each item & the front 
page/sidebar text introducing the program, its impact, and its notable 
achievements. Gather pictures that show the life your program.

- Work with Marketing Communication to take your text and images and lay 
out the donor pitch sheet in a visually appealing manner. 



Lessons Learned
Don’t be afraid to ask for funding 
that supports faculty learning and 
professional development.

It takes time to gather quotes from 
equipment vendors. You may need 
to solicit quotes from 2+ vendors.

Use these pitch sheets after a large 
lead donation. Momentum fosters 
a greater desire to give.



Handouts
Scan the QR Code to access these handouts:

Donor sheets for:
● Humanities and Social Sciences
● Natural Sciences & Allied Health
● Accessibility Support



Department Website in Wordpress
Goal:  To supplement your university’s website 
explanation of your department & dynamically update 
your content.

Include your students’ latest work, share recent 
announcements, highlight awards, showcase student 
internships, introduce faculty via their bios, etc.

Link visitors back to the university’s web pages for 
Admissions, catalogs, Athletics, etc.

Speak in your own voice about your program. Say what 
you want to say & how you want to say it.



DIY High Level Process 

Tips
Hyperlink from your 
website to the main .edu 
site. Ask the university’s 
website manager to 
hyperlink to your site. 
Help one another.

Secure assistance, 
as needed, from an 
experienced web design 
resource. 

- Meet as a department to consider the audiences for your website and the 
information they would be most interested in learning from you.

- Develop a site map, consider navigation, evaluate Wordpress themes.

- Secure a domain and set up a hosting plan. Gather the images/media you 
plan to include on the website.

- Build the Wordpress website; create the pages, develop the content, etc.

- QA the site as a department. Share it with individuals in your target 
audience for their reaction and input. Revise and finalize.



Lessons Learned
Use a visual page builder for Wordpress like 
Beaver Builder or Elementor. It makes the 
process so much easier.

Link to your student media websites, 
YouTube pages, Soundcloud accounts, etc., to 
drive traffic to your student-produced 
content.

Highlight your students’ internship 
experiences. That content draws a lot of 
interest and interaction.



Handouts
Visit the Cabrini COM Wordpress website at 
the following link:

www.CabriniCom.com

http://www.cabrinicom.com


Thank you!
Dawn Francis
dawn.francis@cabrini.edu

Tip
You don’t need to be a 
marketer by training to 
implement these DIY 
ideas. You know your 
program & you know 
how to communicate its 
value. 

You can do this!


