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ROLE: VIRTUAL ASSISTANT (VA) 

Why Hire a VA? 

1.  Budget. 

The number one reason people hire virtual assistants is to reduce their cost of business. 

Compared to a regular or full-time employee, a virtual assistant costs less because the business 

owner does not pay benefits. 

Also, a virtual assistant, as a sole proprietor of his or own business, have their own office 

equipment, computers and internet service. Thus, you don't have to allocate funds for additional 

Internet bandwidth, power and rent. There may be times when special software or equipment is 

needed and best provided by you, the business owner. These are details that are worked out on a 

case-by-case basis. 

These savings can then be spent on other aspects of your business, such as a marketing 

campaign, or an upgrade to your operating systems. 

 

2. Scale Your Business. 

If your financials show that your volume of business has been steadily and constantly increasing, 

but turnaround time has slowed down, it may be time to scale up your business. 

Scaling requires additional man- and woman-power to accommodate the increasing volume of 

work. At this point, the last thing you'll want to do is to obstruct your momentum due to poor 

service. So, you’d like to hire some people, but, due to wide cost differences, full-time 

employees will likely be out of the question.  

Virtual assistants, however, will not only keep costs lower but keep your business flexible. How? 

• Virtual assistants do not have set work schedules; you can assign them to shifts that 

require greater attention. 

• You spend less time training because virtual assistants already have the experience and 

competency level to get the job done. 

• Since virtual assistants are on a contractual basis, they can be easily terminated and 

replaced. 

 

3. Organize Your Business. 

A weakness of most entrepreneurs is their lack of organizational skill. That's not necessarily a 

bad thing; it's just that with so much work to do, the need to organize often takes a backseat to 

more essential tasks. Yet, being organized increases productivity. 

Fortunately, what may be your weakness in organizational skills is a virtual assistant's strength, 

especially if he or she has the experience to help you find the best systems that will organize 
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your business. For example, a tech-savvy VA can help you set up systems to manage your 

workflow and team communication. (Asana, Trello) 

Systems like Asana and Trello makes it easier to delegate work, track performance and 

collaborate frequently with your team. You can get more work done and minimize the risks of 

mistakes and oversights. 

 

4. Delegate Non-Essential Tasks. 

The next good reason for hiring virtual assistants is to free you, the entrepreneur, from 

nonessential tasks. These include: 

Email & Schedule Management Tasks 

One of the biggest time-suckers in most businesses is email. Working with a VA to handle your 

email, as well as things like your calendar are essential to becoming more productive.

• Filtering Emails / Managing Spam 

• Database Building / Updating 

Contacts or CRM 

• Answering Customer Service Emails 

/Tickets / Chat Support 

• Sending of Greetings, eCards, Event 

Invitations, etc. 

• Calendar Management 

• Appointment Scheduling 

• Travel Arrangement and Planning 

• Reminder Services 

File Storage & Organization Tasks 

Being organized is about as important as being productive. VA’s can help you systematize and 

put processes in place to help your business become more organized. 

• Dropbox / Google Drive 

Organization 

• Data Entry in Word, or Google Docs 

• Creating / Managing Spreadsheets 

• PDF Conversion, Splitting and 

Merging 

• Creating and Organizing Processes 

 

Administrative   

Additional Administrative Tasks 

• Create Reports 

• Create Forms (intake) 

• Document Templates 

• Online Research 

• Check Voicemail 

• Social Media Posts Management 

• Sending Client Invoices 

• Edit and Proofreading  

• Payroll Preparation 
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Email Marketing 

• Creating a New List in Email 

Marketing Software 

• Adding and Removing Subscribers 

from Lists 

• Creating and Scheduling Broadcast 

Emails to Promote Content 

• Editing Follow-up Emails and Auto-

responders 

• Creating Email Newsletters (More 

for a specialized Content Writer VA) 

• Editing / Proofreading Emails     

 

While you probably have the skills to do all or most of these tasks, you will definitely not have 

the time. And even if you do, your available time is better spent on functions that require your 

core competencies or are directly related to generating revenues for your business. 

 

5. Capitalize on specialization. 

Virtual assistants are no longer limited to personal assistant "secretarial" services. You can now 

find virtual assistants for the following specialized skills: 

• Website design and development 

• SEO 

• Content management services 

• Digital marketing 

• Blogging 

• Software development 

• Translation services 

• Data protection and security 

• Market research 

• Bookkeeping 

This is just a short-list but it shows the many possibilities for building a team of virtual assistants to 

cover different areas of your business. 

 

6. Build a strategic partnership. 

A common misconception of people not familiar with virtual assistants is that these are merely hired 

for a one-off assignment and they will leave you once that assignment is finished. This is far from the 

truth. Keep in mind that VAs own their own businesses. Like you, they too want to grow their 

company. Therefore, it's in their best interest to consistently perform above and beyond expectations in 

order to maintain your account. 

Shared interest = strategic partnership. When working with your virtual assistant, bring him or her 

inside your process. Share ideas, your vision... your ‘big picture.” Collaboration is a powerful means 

that will take your business to the next level. When both parties are motivated to achieve a common 

goal, amazing results may occur. 
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What Does Your VA Need to be Effective? 

Communication, Communication and Overcommunication! 

Communication is key in the world of the VA. Unlike ‘in-house’ office staff, your VA cannot see hand 

gestures, pointing, facial expressions or what you are looking at (unless you are doing a screen share), 

so all information needs to be stated clearly. 

• Emails – include as much information as possible in order to eliminate a series of repetitive 

follow-up. This might take some time, but it’s always better than writing things over and over 

again.  

• Provide a clear but brief task outline.  

• If you have any specific procedures for doing tasks, share it with your VA.  

• Be specific and include all the Dos and Don’ts in the instruction. 

• Avoid being wordy.  

• Clarification is essential to avoid misunderstanding and saves valuable time.  

• Communicate deadlines. 

• Share your vision of the company objectives. This allows them to see the big picture and gives 

them a better understanding of the tasks given to them. 

• State priorities. 

• Ask them for ideas and opinions. 

• Remember that your VA is loaded with a variety of tasks every day and often times, no two are 

the same. So, if they come back at you with a “huh?” know they are shifting mental gears 

quickly – so be patient. 

• Be prompt in your replies to your VA – even if it is to tell her/him that you will get back with 

them by a specific time. 

• Use project management software to assign and follow tasks (Asana, Trello, Monday.com). 

• Ask your VA if she understands your instructions. 

• Give new tasks gradually. 

• Talk about the best way to communicate between the two of you – email, phone, slack, video 

conferencing … whatever works best. 

o If the communication is scattered, there is possibility that your message would remain 

unread and late detection would not yield a positive result. 

• Give feedback when something is not working, and just as importantly, when it is. 

• It is important to develop a mutual trust between you and your VA. 

• Set a ‘norm.’  - Have a workflow or procedure in place for each task. This will cut down on the 

amount of communication. The VA will know what to expect and will just do it without 

needing prompting or additional instructions. If you need to step out of the ‘norm,’ let your VA 

know so there is an understanding of desired outcome. 

• Let your VA know your likes and dislikes. If you don’t want to communicate until you’ve had 

your cup of coffee at 9am, let him/her know this at the start.  

• ASK – Ask your VA for feedback on what you can do to make the process smoother. 


