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A virtual assistant can easily free up your time.  
Get help as and when you need it, with no salary or employment contract.

1. Online research – this can easily be given to a VA, common requests include competitor research, exploring new products, vetting potential employees or business contacts, finding information on corporate websites.

2. Database entry – whether its new business cards picked up at a conference or updated information for existing contacts, keeping databases up to date is a simple task for a VA.

3. Social tasks – VA’s can handle personal tasks such as booking or researching holidays, meals out, personal appointments and much more.

4. Travel Booking/Research – VA’s are a great resource for finding hotels, booking airfares and mapping out trip itineraries both for business and pleasure.

5. Scheduling – as many scheduling tools are online, VA’s are managing the calendars of many clients, tasks include dealing with meeting invitations, scheduling appointments, and planning events.

6. Chasing business – prioritising potential business opportunities can be challenging, but VA’s can help with the process.

7. Bookkeeping – keeping tabs on bills and expenses can be easy to assign to a VA, they can keep on top of things and follow up on tasks such as outstanding invoices or unpaid bills.


8. PA presence – smaller businesses or Entrepreneurs can use a VA, by giving them a company email address or email signature this gives them a ‘PA presence’ which lends “size” to your company and can look impressive to clients.

9. Transcription – transcribing voicemail, video or audio, podcasts etc.  Items can easily be sent to VA’s electronically for them to type up.

10. Manage and update social media accounts – this can be a lot of work keeping all social media up to date.  Give a VA access and they can do this task for you on a regular basis.


