v networkmgcom S

presents...

How to Build a S@@@@S@fuﬂ
Virtual Assistant B lugm@sg

International Version

Everything YOU need to know to
start, build and expand your
Virtual Assistant practice! Flayne Whitfield-Parr

by Janice Byer and



v | 7* | networking.com

presents...

How to Build a Successful
Virtual Assistant

Business

International Version

Written by:

Janice D. Byer, CCVA, VAC, MVA
Elayne Whitfield-Parr, CCVA, VAC, MVA, PREVA

How to Build a Successful Virtual Assistant Business



CLICK HERE to Order Your Copy Today!

Copyright © 2009 by Janice Byer, Elayne Whitfield-Parr & Tawnya Sutherland
Cover Design by Caley Walsh of www.Assisting4u.net

Edited by Terry Green of www.myfastype.com

& Kathy Colaiacovo of www.timeontaskva.com

First Edition Version 1.0 April 2009

Notice of Rights

All rights reserved. No part of the How to Build a Successful Virtual Assistant Business
may be reproduced, stored in a retrieval system or transmitted in any form or by any
means, without the prior written permission of the publisher, except in the case of brief
quotations embodied in critical articles or reviews.

Notice of Liability

The authors and publisher have made every effort to ensure the accuracy of the
information herein. However, the information contained in this system is sold without
warranty, either express or implied. The information in this system is general in nature
and not intended as a substitute for professional, legal or financial advice. Neither the
authors, Virtual Business Solutions, Mediamage Business Solutions, nor it dealers or
distributors make no claim as to the success of any business, promise of revenue to be
generated, or amount of time to achieve results set forth in this publication. Nor will
they be held liable for any damages to be caused either directly or indirectly by the
instructions contained in the system, or by the software or hardware products described
herein.

ISBN 978-0-9809676-1-6

Printed in Canada
Published by CVAC.ca

Visit www.VAnetworking.com 2


http://www.on2url.com/app/adtrack.asp?MerchantID=70719&AdID=434821

Table of Contents

FOREWORD .....ccucituiteniitenctennereectenserenseresserssessnssssssssnsessssessssssnsessnssssssssnsessssessssssnssssnsssnssssnsesassesassssnssans 8
FOREWORD— AUTHOR FOLLOW-UP .....ciciiteiienirneninnncienneresiesacrsnsessssssasssssssssssssnssssnsssnssssassssssssassssnsssans 9
INTRODUCGCTION ...cuuiieniireniiencrnncrraneresersssersssssnssssssssnsssssssssssssnssssnssssssssnssssssessssssnssssnsssassssassssnssssnsesnnsss 10
ACKNOWLEDGEMENTS ... ccuittuiiteitteeereiernesrenserenserssiesssessssssssssenssssssessssesssessssssssssansessssessssssssessssssnsssanse 11
CHAPTER 1 * WHAT IS A VIRTUAL ASSISTANT? ...ceuiiiteuiiereneetteneeerteesseerensseessnsssesssssessessssssssnssesssnssses 12
DIEFINITION ..t eeeetttteeeeeeeetttu e e eeeeeeeseae e seeessaassnnsseeeesasssnnssseeesssssnnnsseeessssnnnnsesesensssnnnnseeessnsssnnnnseeessssssnnnnseeernes 12
BENEFITS OF BECOMING A VIRTUAL ASSISTANT .vtttuuueeeeeetruruueaaeeeereensnnseseesssmsnnnsesessssssssnesesessnsssnnmeseeessnssnnnneseserees 13
DOWNFALLS OF BEING A VA .ouietiutuuutuetuuuuetetessseresesssesssssesssesssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssene 14
WHO CAN BENEFIT FROM THE SERVICES OF AVA? ooiiiieiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee ettt ae s 15
WHAT KINDS OF CLIENTS WORK WITH VAS?...ccciiiiieiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e e et e e e e e e e e e s e e e e e s e e e e e s e s e s e s e e e e eseseaesasaneeens 16
How DO YOU KNOW IF YOU ARE CUT OUT TO BE A VAT ..uuuueueuerureierererererersrsrererersrsrersrsrsrsrsrsrsrersrssersrsss.... 16
ARE YOU READY TO WORK FROM YOUR HOME? ...uvuvvvvrururururereresersrersrsrsssssssssssssssssrsrsssssssssssssssssssssssssssssssssssssssns 17
EFFECTS ON YOUR PERSONAL LIFE 1.evtvuuiieeeeeieetiieieseeeeeetteeseeeeesesssnneseeesessssnnnnsesessnsssnnnnseeeesssssnnnnseeessssssnnseseeerees 18
CHAPTER 2 % MAKING THE DECISION.......cccceeteeeeeeeeeeeeereeeseessssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssnss 21
DO YOU LIKE THE WORK? «...utvvveeeeeeeieiitreeeeeeeeesitareeeeeeesesssseeeseeseessstasssesesesasssssssesesesasssssssesesesassssssesesssnnssnsens 21
DO YOU HAVE THE SKILLS P 1uvuvuvuvususususseussssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssese 21
DO YOU HAVE WHAT [T TAKES? 1vvvuvuuuurursussssesssssssssssssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssne 21

LD )= Ut 21

TRE ADIIItY TO TRINK...occ.eveeeeeeeeeeeee ettt e ettt e et a e et e e e et e e saeaeasssaeesssasasssssaaeasseaanans 22
Good Interpersonal ReIGtiONSRID SKIllS.............oeeeeeeeeeeeieeeeeee e ee e e st e et a e e ee e e staaeesinsaaessseeeas 22
COMMUNICATION SKIllS ....vvvveeeeeeeeeeeee ettt e ettt e ettt e e e e e s et eeeeesessssssaesaeesesssssseseeeeensnses 22
TECRNICAI ADIIITIES ..ottt ettt e e ee et e e e e e s sttt e e e eesssbasbaeaeeesesassseesseesesssssseees 23

CAN YOU AFFORD TO START A VA PRACTICE? ..cceiiiieieieeeeeeeeeeeeeeeeeeeeee ettt ettt ettt e et e e e e et e e e e e e e e e e e e e s e e e e e e e e e e eeeseeeaaeeaees 23
THE REALITY OF A VA PRACTICE «.iiiiivttteeeeeeeeetiiieeeeeeeeetataeeeeesesassnneeesesessssnnsesesssssssnnsesssssssssnesesssessssnnesesesees 24
SUMIMARY .ettttuteeeeeeetttieeeeereeattntaeeessesssanaaeeessssssansesesssssssnnnsesessssssnnneseesssssssnnsesesssssssnnnsesessssssnnnneessesssssnnnnnens 24
WY a L 1 L= Y KX =] g KSR 24
CHAPTER 3 % BUSINESS REGISTRATION & LICENSING .......ccceeeeeeeeeeeeeeereeeeeeesesssssessssssssssssssssssssssssssssssnes 25
INAME YOUR BUSINESS...vvuuvuuuuussssssssssnsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnne 25
TYPE OF BUSINESS ENTITY Letututttuturerererereressrerererssesessssssssssrssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsnnnne 25
PrOPIICEOISAUD <.ttt ettt s e et e st e et e st e e bt e et e e beeeates 25
POIENEISAUD .ottt ettt ettt e s e st e e st e et e st e st e st e et e st e e reeeanes 25
(8000 T ] o [0 ¢ F PP PPPPPPPPPPPPPPPN 26
REGISTERING YOUR BUSINESS .. .ueieettttrtuiieeeeeeertssneseeeeesessssneaeseeessssssnnaesessssssnsnsesessssssnsnesessssssssnnsesessssssssnnnesesesens 26
REGISTEIING IN YOUE COUNTIY: . s 26
CHAPTER 4 W BUSINESS PLAN ......ccceeeeeeeeeeeeeeeeeeeeseessesssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsnes 27
ELEMENTS OF A BUSINESS PLAN ...1uuuuuuuuuuuuustsrsussssssssssssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssnssssnssrnne 27
EXECULIVE SUMIMOTY ...ttt ettt ettt e et e s ettt e ssae s st eeseane e e snnees 27
Confidentiality and RECOGNItION Of RISKS......cccueeeiueeeiiiiiiieiei ettt e 29
BUSINESS OVEIVICW. .....ccevvreeeeeeeeeiiieeeeseeetetiteeeeeesetatsaeseeesesssaaaesessssssntesessssssssaaesesesssssnaaeesssssssnninaneeees 29
Lo To [V ot e T 1o B Y=T 1Y Lo =N 31
INAUSEIY OVEIVIBW ...t et e e e ettt e e ettt e et e e e sttt e e e staaeeaassaaeastssaeesssaeeasssaaeastssaeesssesasnsnees 32

1Y o1 [T B Y (o [ = | SRS 35
Management AN SEASFING..........oueeeueeeeeeeeeecee et et e et e st e e st a e s ettt e e sste e e st e e e anteaeenanees 37

3 How to Build a Successful Virtual Assistant Business



T ] =T T= e Lo B o o T S 38

[ 1o T Lot Lo | I = o | BRSPS 38
CHAPTER 5 % SETTING UP YOUR OFFICE........cccceeterreecersrnneeeeeeeeessssnneeeessesssssssnsessesssssssssnnsssssssasssnnnnens 39
I N PN 39

e FUINTEULE .t nsssnnnnnsnannnnnnn 39

2. COMPULRE oottt ettt et e e et et et et e e e et e et et e e e e e e e e et e e e e e e e e e e e e e e e e et e e e e e eeaeaeeeeeeeaeaeaaeeaeaaaeaeaeaeaaaeasaaasenes 40

R T4 o 1= g 1 OSSPSRt 40

Yo 1Yo -2 SRS 41

I 00 ] 1=7 1o [o I SRS 43

6. OffiCO SUPPIIES.....cceeeeeeeeeeeeeeeeeee ettt e e ettt e e et e e st a e ettt e e s et e e e s atteaesasteaesassteeeaasseaseasseaesnnsees 43
INON-ESSENTIALS «..vtttteeeeeeseutteteeeeeseseetatteesesssaueseeeaeesssasssssaeeeessasssssaneeesssnsasssaseeesssssansssneeessssssnsseseeesssssnsssnnaes 44

1. Miscellaneous EQUIDIMENT ..........cocuueeiueeniieieeeie ettt ettt sttt ste e st e st e s s e st e eseesanes 44

B o Lo [+ =4 R J OO OSSRt 44
IMIISCELLANEQOUS TASKS ..vvvtvvvuvuvususussssessussssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssens 44

1. Making YOUE SPACE YOUI OWN........oueeeeeeeeesiiieeeeeteeeeee ettt e eetteaeesteaaestsaaeaassasessssaaeasssasesssesanssnnes 44

2. Make Sure Your SPACE iS WEII Lit .............eeeeeueeeeeeiiieeeieee e eete e e ettt eeectee e e staaestaaaeesaaaessseaaessasaeens 45

G CT= 1 (1o [ 0T Ty =T = SRR 45

4. CNOOSING YOUI DECOI ....c....eeeeeeeieeeeeee e eeeeeesetee e ettt e e aata e e st aa e e s ttsaeasteaesasseaassstasassssssaesasseaasssenanans 45

5. 5afety in YOUr HOME-OffICE ........couvueeeieieeieeeeeee ettt sttt ettt eanieens 45

HOW TO BUY A COMPUTER....uuuttvuuuuuuuereusussesssssssssssssssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssnns 46
CHAPTER 6 % DECIDING ON AND DEVELOPING YOUR SERVICES.......ccceverreererrnnmeeeerersessssnseseesssssssnnnnees 49
CHAPTER 7 % DETERMINING YOUR RATES......uuutttteiiieierrrnneeeeeieesesssnseesessssssssssnssssssssssssssnssssesssssssnsnnens 53
HOW MUCH SHOULD YOU CHARGE? ....uvvtiiieieiiiciitteeeeessseiiateeesessssssnstaseeesssssanssssesessssssnsssneeessssssssssneeesesssnsssnnnes 53
HOW SHOULD YOU BILL YOUR CLIENTS? ...uttieeetieteeetteeesiteeseeteeessuseessssaeesanssesesssssesesnsssesesssseessnssesssnssesssssseesnns 54
WWHEN SHOULD YOU BILL? <.etteieiiiiee e iiteeeecttee e s tte e sttt e e et ee e sate e e esataeeesssteeesnnsaaeesssaeesansteeesnnseaeennsanesansneessnnsnes 55
WHAT TYPE OF PAYMENT METHODS SHOULD YOU ACCEPT?.cciiiiieeiirireeeeeeeeeittreeeeeeeeesnnteeeeeeseesinnsaseeaessesanssasseeeens 55
SHOULD YOU PROVIDE A CONTRACT? ..utteeeetieeeeeurteeesuteeeesseesessuseeesnsseeesssssesssssssessssseeesssssesssssssesssseeessssseessnseees 56
WHAT ABOUT ALL THE EXTRAS YOU PROVIDE? ...veiiieeiieiiiitteeeeeeectttteeeeeeeseitateeeseessensstasseaessesanstasseasesessnsssnseasens 56
SHOULD | BE ADDING TAXES TO IMY INVOICES? ...vveeieeiieiiiietieeeeeectitteeeeeeeseitateeeeeesseasssaeseasseenanntasseasssessnssnnseanens 56
WHAT SHOULD YOU LOOK FOR WHEN THINKING ABOUT BANKING NEEDS? .....cvvvireeieeeieiiirieeeeeeeeinnrneeeeessesnennneeeeens 57
CHAPTER 8 W MARKET & MARKETING........ccccorurreerreererrrnneeeeeeeessssssnsseeessesssssssssssssessssssssnssssesesssssnsnsens 59
TARGET IMIARKET ..tttttteeeeesuuurteeeseessssuunreeeeessssssssseneeesssssansssneeesssssssssssesesesssssssssesseessssssnsssnseesssnsssssneeesssssnsssnnees 59
IMARKETING ENVIRONMENT .....uttttttttttsittstsistststststsasassssssssssssssssststsssss st ss st s st st s st s st s s st st s sssssssssmssbnbnnnen 60
CREATE YOUR CORPORATE IMAGE (YOUR BRAND) ....vvieuveeitteerieeeitieeseeesiteesuseesaseassseesssesssseesssesssseesssessssessssesnsseens 61
Creating O GIrEAT LOGO......cuuuuueueueeeieieiiiiieeiieseteseeeteeetetetetesesseasssssesssasasssssesasssssssssssesssssssssssassssssnsssssnnnnnnns 62
Creating an UNforgettable TAG LiNE................ueeeeueeeeeeeeeeeeeeeeeeeeeetttea e e st eeetaaaessaaaeesteaaeesasaaessaseaaan 62
IMIARKETING 11ttt ettt 5004054045404 4 0005004005040t 4 4404044ttt e ettt netnbannenen 62
Printed Promotional MQLEIIQL................cc.eeeeeeieieeeeee e et e et e st e e st a e et e e ee s e e e stssaaesssesaesanees 63
oo e LY, Lo T 11 o IS 64
=] 1 (=2 66
SIGNOTUIE LINES...cconeieiieiiiieeee ettt ettt ettt e ettt e st e e st e s sttt e s et e e snsneesnanneenas 67
WWETEE ATTICIES ...ttt e ettt e e et e e ettt e e et e e et s e e e e atsaeeaassaaeetssaaeasssseenssnns 68
SOCIAI NEEWOIKING ...ttt e et e ettt e e et e e e st e e e et s e eeataaaestssaenasssseeaasssaeesseaaan 72
CHAPTER 9 % ORGANIZATION IS THE KEY ....uuuuueeeeeerieeiersreeeeeeeeessssssnssseeesessssssssssssssssssssssnsssssssssssssnnnsens 77
CUT DOWN THE PAPER TRAIL t1ettiiiiiiiiiiiiieieieieieeeeetet et et et et et et et eeeeeeeteteaeeeaeteteteaeteteteseteseseseteseseseseseseseresesesesesasasens 77
1ol 8e ] o) T=4 TS 77

RY el 1o TR 1 1=3 1V [T R 77
POSSWOIT SOFEWAIE ...ttt ettt ettt s e st e s e st e e seesteeeseenanes 78

Visit www.VAnetworking.com 4



2] (oo [=3 QTSP 78

PDAS & SIMAIEPRONES ...ttt ettt e e st e st e st e st e st e e st e st e eneenanes 78
RYole [ 2]l PP PP ST RPPPPPPI 79

[o [o 1T Y (T g=T (o [T SRR 79
TIME IMANAGEMENT . eiitttteee e e e ettt et e e e e e et eeeeeeeeaaaasbe et eeeeeesaanse et e eeeeesaasnbeeeeeeeaaaansbeaeeeeeaaaannsaneaeeeeesannnnneen 79
SELEING YOUE OffiCO HOUIS.......eveeeeeeeeeeee e et e ettt e ettt e e ettt e e ettt e e e et e e e et aaestsaaeaastaseessssaeesseaaas 79
DAY TIMIEE e nannnannns 79
TO DO LiSES..uureeeieeeeeeeieeeeet ettt e e e ettt e e e e ettt e e e e ea sttt e e e e e e esas b e teeaeaessa bt e e aaeeeaanaatteaaaeeeennnraerees 80
(0o Lo TaTr4 [ Te I g Lo ] K3 SR 80
L2311 I a4 1o T 11 =X SRR 81

R L= [ 0 Lo | SRR 81
TIME@-TIOACKING SOFtWAIE......cc..veeeeeeesieeeee sttt e et s e st e sttt eeta e st eete e s taesaseasasaasassssasaasasssssaassseasns 82
CHAPTER 10 % GETTING AND KEEPING CLIENTS.....cccccoittrecrnerrecsanessessanessessanessessasessessnsessessnessssssnessans 83
KEEP IN TOUCH .ttt ettt ettt e e e e ettt e e e e e ettt e e e e e e e ans b et e e e e e e e anb b e et e e e e e e s nnbeneeeeeeeaannseneeaeeeesannnnneen 83
CUSTOMER SERVICE AT ITS BEST «..niiitieeiee ittt et e e ettt e e e et e e e e e e e e e s e s n e e e e e e e seamnreneeeeesenannrnneeeeens 84
Maint@in ProfeSSIONGIISITI ............oeeeeeeieeeeeeeeeee et e e ettt e e ettt e e et e e e sttt e e sttt eessteeestssaeesssesaesanees 84
HONESLY BUIIS TIUST ...ttt et e e et e ettt e e e sttt e e et e e st e e e s asteaeaasseaesanstaesansseassanseassansees 85
GO Above & Beyond The COll Of DULY .......ceeeeeeeeeeee et e et s et e e stte e e et e e s steaeessaaasssseaesanseaeas 85
Promote Your Clients and TREIIr BUSINESSES .........cccueieeeueeeesiiieeeesiiseesiieeesitieeessissessssessssssessssssesssssnes 85
OTHERS CAN HELP YOU GET NEW CLIENTS ... uittttteteeeeeiiiteteeeeeeesiterteeeesssausseteeeeessausnseeeeeessannnseeeeeessesannsnneeeeens 86
TESEIMONUGIS ...t e e e e e ettt e e ettt e e e et aaeeatte e e e ataaeeasaaaeaatssaesssassessssaaeastssaanaes 86
= =14 4 1SS 86

L Q= (ol 1 1o T =2 SR 87
= =T o) = =1 =1 ol -SSR 87
DEALING WITH A HIGH IMAINTENANCE CLIENT .tvtvtttttutsssssuessussssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssssssssssnns 87
HQAVE G CONEIACE ...t annnnsansnnnan 87

A L=t o] 4 o £ = PSPPI 88
ASK OFU HEID ottt ettt ettt e et e e ettt e e ettt e e e ttaaaeaats e e e e tsaa e e tssaaaastssseesssaeesseaaan 88
BIEAKING TNE TIES....cc.eeeeeeeeeeeee ettt e ettt e et e e e st a e ettt e e e ettt e e e aatsaaeeattsaeeaasbaaeaatssaeeastessenasses 88
Keep YOUr MiSfOITUNE PrIVALE .............ueeeeeeeeeeieieeeeeeseeeeee ettt e e ettt e e stte e e st e e e astaaaeassaaessssaaesssesaesnsnes 89
CHAPTER 11 % TRAINING, UPGRADING AND CERTIFICATIONS ......cceicereerrerrnnerscssaresscssneessessnessssssnessanns 91
UPGRADING ..veetttesuteesuteesuteesuteesueeesuseesuseessseassseesstesssseessteasseessseesssesseeeseeesssesasseessesnseesnssesseeenssesseeenseesnsees 91
TRAINING ttttttttttttttttetetateteteteeeeeeeeet et et et e be s et e et et e et ettt sttt 4 5848544855445 4 5454554545455 5 5545555545484 4 4445404 s s st st s b st sbnbsbnbnnnen 92
Virtual Business Start-up SYStEM (VBSS) .....oueee oottt ettt ettt ettt et ae s 92
Virtual AssSistant Training PrOGIQM...............ueeeeeuueeeeieeeeeeiteeeeeeeeeeseteeeesteaeeeitaaaeastssaeesseseesissaaeasssaanns 97
VirEUGT ASSISEANCE U® ...ttt e ettt e e et e ettt a e et e e e e taaeeaatsaaeeassaaeeatssaaeastssaanans 99
YK Ky PP PPPPPPPPPPPPPPPPPPPRE 100
Red Deer COlEGE ONIINE COUISE..........uooeeueeeeeeieeeeieeeeeteeesttte e ettt e e e tseaeesssaaestasaeessssaesssssasessssaeees 101
Virtual BUSINESS TIQINING.........eveeeeieeeeieeeeeetteeeeteeesettteeestteeessteeesasstaasaasesasaasseaesasseasesssesessssseassassnean 102
TO CERTIFY OR NOT TO CERTIFY ..eeuutteeureesureesueesuteesseesuteesseesuseesseesuseesssessusessnseesssessnseessesssseessseesnseessseesnseesane 103
VA COIEIIOU ...ttt ettt ettt ettt et ettt et ettt e bt e et s e bteesateensneenaee s 103
Professional VirtuQl ASSISTANT (PVA) ....oo..eeeeeeeeeeeeeeeeeeeee ettt e st e ettt e e ettt e e e st s e e estssaeesassaaessssaeaes 105
Master VirtuQl ASSISEANT (IMVA) ........eeeeeeeeeeeeeeeee ettt ettt e et e ettt e e sttt a e e st aaeessssaessassaaeasssaenaes 105
Certified Canadian Virtual ASSISEANT ..........cccvveeeeiieeeeeieeeeeceeeesee e et ee e e sttt e e e staeeesstaaestsaeeeassesaeaanees 106
Certified Professional & Master Virtual Assistant — CPVA/CMVA..........ccueeeveeeiveeeiieeeiieeeieeesivseieeennns 107
Professional Real Estate Certification — PREVA..........ooeeeeeeceeeeeeeeeeetiee e ecteeesttaaesitaaessseaaensanaenns 107
CHAPTER 12 % MOVING YOUR HOME-BASED BUSINESS ......cccceceerrrruneeeeeererssssnnreeeeeesessssssssesesesssssnnens 109
CHOOSING THE RIGHT HOME eiiiiiiitteet ettt ettt e e e e s sttt e e e e s s ia e e e e e e s anbaeeeeesessassbaaaeeeesssnnranaeaeess 109
LOCATION, LOCATION, LOCATION ...cettuuuueeeeeeettuuueeeeeeeeeenunaseeeeeaessnnaseeeeensnnnesasseeesssssnseseeesnssnnnnseeeeennsnsnnneesenens 109
STAYING WITHIN THE BOUNDARIES OF LOCAL LAWS ...ttt ettt ettt e ettt e e e e nree e e e as 110

5 How to Build a Successful Virtual Assistant Business



TIMING IS EVERYTHING .« ttetteee e e ettt et e e e et e e e e e ettt e e s s e e e e e e s e mmr e et e e e e esamnreneeeeeeesennreneeeeesesannnnneee 110

LET OTHERS KNOW YOU ARE IMIOVING .uuuiiiieiiiiiieieeeieeeetiiieeeeeseeesssieseessessssnneeessssssssneseessessssssnesessssssssnneseessens 110
ARRANGE FOR A IMOVING TRUCK .....ettvtvutiieeeeereetttnieeeeereearsnieeesesessssneeesssesstsnteeessssssssneeesssssssssneeessssssssninesees 112
UPDATE YOUR IMARKETING IMIATERIAL 11vuueeeeeeereruneeeeeseeessnneseeessssssnnasessssssssnnnasessssssssnnsessssssssnnnnsessssssssnneseessens 112
CHAPTER 13 % ERR ON THE SIDE OF CAUTION ......cccettiiiiieieeeeeeeeeeeeeeeeeseeeeeeeseesssesssssssesssssssssssssssssssesses 113

COMPUTER & DOCUMENT SAFETY

PHYSICAL SAFETY ............
PERSONAL SAFETY
CHAPTER 14 % BALANCING BUSINESS AND FAMILY ......cccctetiiiieieeeieeeeeeeeeeeeeeeeseseeseesssesssssseesssesssssssesses 115
SETTING BOUNDARIES ..ccitieieieieieieeeeeceeeeeeeeeeee et ee et et e e e e e e e e e e e e e e e e e e e e et et et et eeeeetetataeeteeaeaeataeateeaeeteserereraeeseeereeeeaeenens 115
DEALING WITH INTERRUPTIONS ....vuvutuuueueseussssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssssnsnns 115
SET OFFICE HOURS ...etttutieieeeieeetiiieeeeeeetetteeeeeeeeeasaaaeeeeesesassaa e seeesesstanaesesssssstanaasessssssrannsesessssssnnnnsesessssssnnnn 117
HOUSEWORK VS. WORK-WORK ....cevvvuruueseeeeerrrsnuneseeesssessnneseeessssssnnaseesssssssnsesessssssnsnnsesesssssssnnnsessssssssnsneseessens 117
DON’T BEAT YOURSELF UP OVER LOST TIME ...iiiiiiiiutteiiieeeiiiiititreeeeeeesestinrereeesesessssssesesesessssssssssssessssssssssesesssennns 118
CHAPTER 15 % BE GOOD TO YOURSELF .....ccccetttiiiiieeieeeieeeeeeeeeeeeeeeeesseessesseesseesssesssesssesssssssesssesssssssesses 119
REDUCING THE CAUSES OF YOUR STRESS ..uueeteevttuuueseeeeeressnnneseeeseressnnnasesesessmsnsaseesssssnmnssesesessssnnnsesessssssnmnnseessees 119
TIPS TO HELP REDUCE THE STRESS +1vvvvvvurururussssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnne 120
PAMPER YOURSELF
CHAPTER 16 % RUNNING A VA PRACTICE PART-TIME ....cccccettteeireeeeeeeeeeeeeeeeeeesseeeseesssesssssssessessssssssssses 125
YOUR CURRENT “JOB” .iiiitettitiiee e i eeeiitt et e e e e ettt e e e e e se bbbt eeeeeseesaabaeeeesesesaabaseeeessessasbasseessessssbsaeeeesesssnsrnnens 125
BEFORE YOU START L.iiiieiititiiiieeeeetetttteaeeeeeeessttaseeesssessnnnseeessssrsnnnaseeesssssannasessssssnsnnsesesessssnnnnsessssssssnnnneeeesens 126
RUNNING YOUR BUSINESS .vvvvuvuuuuussssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssens 127
GETTING THE WORD OUT et eieeiiiiiiee et eeeeetiie e e e eeesessnieeeeesssasananseeeseassnnasseeesssssnnnsaseseessssnnnsaseeessssnnnnseseeenssnnnnn 128
TIME TO BECOME A FULL-TIME ENTREPRENEUR ..cevtvuuuseeeetturuuseeeeestennunseeeessensnnnsesesssmmsnsnsessesnsssnnnnseseessnssnnnnsees 129
CHAPTER 17 % EXPANDING YOUR VA PRACTICE ....ccccttttteeiereieeeeeeeeeeeeeeeeeeeeeseesseesseesseesssssssesseesssesssesses 131
WHEN TO CONSIDER EXPANDING ..vvuuieeieretitiieeeeeretesssiieeeeesesasssneseessessssnneseesssssssnaesessssssssnmeesesssssssssneesessssssnnns 131
FINDING THE RIGHT TEAM IMIEIMIBERS .....etvtuneeettneeettteeeeeteeeestnneeessnneesannaesssnneesssnnsessnnsesssnneesssnesessnneesssnneesssneessnns 132
ENSURING YOU HAVE CONTRACTS IN PLACE ...cevttuuieieeeeeeetttiieeeeeeetsssnaeseeseessnnnsesessssssnnneeessssssssnnnnseesssssssnnesesssens 133
MANAGING YOUR TEAM ..ccvvviieeeieeiieniieeeeeeeeernneeeeenens
SCHEDULING AND ORGANIZING
Keeping in touch ......................
Y gL T4 e I =23 R
SEAYING ON SCREAUIE ...ttt ettt ettt sat et esaee e en
CHAPTER 18 % SPREADING THE WORD ABOUT VIRTUAL ASSISTANCE ......cccccettetereeeeeeeeeeeeeeeeeeeeeesseeeees 137
WHAT THE HECK IS A VAT oottt e e e e e e e e e e e e e e e e e e e e e e eeens 137
EDUCATION IS THE KEY e uuuutuuuuuusuuususueuesesersrssesesesssesssssssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssssssene 137
BUILDING A SOLID RELATIONSHIP WITH A VIRTUAL ASSISTANT ...eeeevertuiiereeererssnnneseeeressnneseseesssssnnnseesssssssnneseeesens 138
A VIRTUAL ASSISTANT CAN DO SO MUCH MORE FOR YOU THAN JUST TYPE! ..vvvvuvivirererererererererererererersrererersrenerenen. 139
GOooD COMMUNICATION IS THE KEY TO A SUCCESSFUL PARTNERSHIP WITH A VIRTUAL ASSISTANT
UNDERSTANDING HOW A VA OPERATES ..vuuvuvuursssssusssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns
COMMON POLICIES AND PROCEDURES OF VIRTUAL ASSISTANTS
THE IMPORTANCE OF PERSONALITY ...eevvviuieeeeererrrnneneeeeeeerennneeeeeesesnnnns
YOUR VIRTUAL ASSISTANT DOESN’T HAVE TO LIVE NEXT DOOR
GET DOZENS OF SKILLS WITH ONE VIRTUAL ASSISTANT .uueeeereruruueieeeeerersssnsaseseressmnnresessssssmsnaseseessssssnnsesessssssnnns
DELEGATION MEANS MORE CONTROL, NOT LESS ..uueiiieeeiiiiieeeeeeeeetiiieseeeeetttneseseeesessnnneeesessssssnnnnseeessssssnnneseeerens
HOW OUTSOURCING CAN MAKE YOU IMORE ACCOUNTABLE ...vvvvvversrsrssssssssssssssssssssssssssssssssssssssssssssssssssssssasssssssens
LET YOUR VA BE YOUR EYES AND EARS....uuuuuuuuuuuuruuusssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns

Visit www.VAnetworking.com 6



5 REALLY GOOD EXCUSES FOR NOT HIRING A VIRTUAL ASSISTANT THIS YEAR ...eevvrerererennrereeesesernnrereeeeesesmnneneeeeens 150

CHAPTER 19 W RESOURCES .....ccevttttetieeeeeeieneeeeeeeeeeeeeeeeeeesteeeseseeeestesstesssesssesssesssesssesssessssassessesssessssesses 153
VIRTUAL ASSISTANT ORGANIZATIONS ..eevvvuuneeeeerersrsunieseeerersrsneaesessssssssnsasessssssssnstesessssssssesessssssssnnneeessssssssnsnnsens 154
VIRTUAL PROFESSIONALS WEBSITES & ORGANIZATIONS vvvvvvvvvrvvrereressrsrsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssress 154
VIRTUAL ASSISTANT GROUPS, COMMUNITIES & WEBSITES .vvvvvvverererererererereressssssssssssssssssssssssssssssssssssssssssssssssssrens 155
VIRTUAL ASSISTANT DIRECTORIES.....eetvttuuueeeeerersssnieseeerersssnaaseeessssssnnsaseesssssssnsesessssssssnneessssssssnnnsesessssssnnnnsees 155
ADMINISTRATIVE PROFESSIONAL ORGANIZATIONS, WEBSITES & OTHER RESOURCES....uvuvvvererererersrerersrersrersrsssssrsrsnens 156
WA TRAINING ©1vvvvvuverererareresssesesessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssrane 156
OTHER TRAINING RESOURCES ....eieieieieieieieieieieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeaeeeeeeeeeeetaaetesetataeeeeseseseseeesesesereeeresesereeeeeeens 156
WA\ CERTIFICATION t1vtvtuvureraresesssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnne 157
SOFTWARE LIST «oiiieiiiiiieieeeee ettt iie e e e e e ettt ieeeeeeeeeba i aeeeeesesasaaaa e eeesesssaannsseeesssssannnasessssssrannsesessssssnnnnsesessssssnnnn 157
OTHER RECOMMENDED READING ...uuieeieetittiieeeeeeeetssniieseeessssssnnaseesssssssnnnasessssssssnaesessssssssnasesessssssnnneesessssssnnnn 165

BOOKS. .ottt ettt ettt ettt ettt ea —————aateaa ————————ttteara—————tteeiai—————aaaais 165
=Y = A = RSSO 165
2] (oo LSRR 166
POUCAST & VIUEOS ..ot ettt e e ettt e e e e e ettt e e e e e e s st aeaeeessssbeeaeseessssssreasseenas 166
SPECIAL ADDITIONS ..eieieieieieieieieeeeeeeeeeeeeeeeeteeeeeeeteeeeeeeeeteteteeeteterereteserererereseseseseseraeeresesereseserererereeererereseserarens 167
VAnetworking.com’s 2008 Virtual ASSiStaNt SEALISTICS .........ccoueeeeeeneeieiieiieeiieseeteseee e 167
Sampling of Survey QUESLIONS ANA RESPONSES: .......c.ceeueeeeeieeieesieeieeie e ettt ettt seeseenieens 168
a0 o XX R (o [ ST 178

INPUT & RECOMMENDATIONS FROM FELLOW VAS .....couiiieeienierenceenetenctenseresseressesnsessssssnssssnsersssssnnes 179

APPENDICES ......ccuiitiittertnertneteniereeceenernssssnseressersssesassssnssssssssasessssessssesassssnsssassssnsessnsessssesnssssnsesansene 185

DISCLAIMER ....ccuiieuiiieniienierneierneienstassssasessssessssssnssssssssssssssssssssssnssssnsssnssssnsssassesassssnssssnsssnsssansesassssnnes 200

CONGCLUSION . ccuctteetteeetenerenierasessnsrssssrasssssssssssessssssnsssassssasssssssssssessssssnssssnsssassssassssnsesnssssnsesansesassssnnes 200

ABOUT THE AUTHORS ..o ctiiieiieiencteerenceectencesctensessesssasssssssssssessssassessssssesssssssssssssassassssssassssssnssassanssns 201
JANICE BYER . .uuiettiiiieiieeeeitee ettt ee e ettt e e ettt e e eeet e esatneeeasaeesataneessaneessnnsesssnnessnnnsessnnsesstnneesssnnsessnnsesssnneessnnneesnnn 201
ELAYNE WHITFIELD=PARR ..etttuuieeeeeterttiieeeeeeseessntneseeesssessnnaseeessssssnnnaseesssssssnnsesessssssnnnnsessssssssnnnnsessssssssnnnesesesens 202

ABOUT VANETWORKING.COIM .....ceeuiirunirenirrenerenereniereniesesersssseasssessersssessssssssssssssssssssssessssssnssssnssssnsene 203

ORDER FORIM .....ituiteeerennerenierencernncensseraseressersssessssssnssssssssassssssessssessssssnssssnsesassssnsessnsesnssssnsesansesassssnnes 207

CLICK HERE to Order Your Copy Today!

7 How to Build a Successful Virtual Assistant Business


http://www.on2url.com/app/adtrack.asp?MerchantID=70719&AdID=434821

Foreword

This is the time to become a Virtual Assistant (VA)! Working from home is no
longer relegated to unachievable dreams. Becoming a Virtual Assistant is now a reality
for anyone with administrative experience, a computer and the support to make it
happen. Elayne and Janice’s new book is that much needed support for Virtual
Assistants worldwide and is a welcome addition to this emerging and exciting industry.

When I first became a Virtual Assistant, it was a tough struggle from start-up to success.
It was a time-consuming mission to find even the smallest tidbit of information to
answer the tiniest of questions I had revolving in my head regarding starting up a Virtual
Assistant business. There were few, if any, resourceful books or other social networks to
satisfy my quest to learn more on this topic. Then along came Elayne and Janice who
were one of the first contributors to my success as a VA. It was their organization,
Canadian Virtual Assistant Connection (CVAC) that I first joined after a long hard search
on the internet for more information on this unknown term “virtual assistant.” It was at
CVAC that many of my questions were finally answered. This led me onto the path of
eventually leading a worldwide network of Virtual Assistants as well as becoming a major
spokesperson in the VA industry, a feat I never would have dreamed possible at that
time. Kudos and many thanks to Janice and Elayne for their contribution to my success
and for now taking it one step further and authoring an international version, How to
Build a Successful Virtual Assistant Business to further help others just like me make a
mark for themselves as a Virtual Assistant.

This book demystifies the questions every Virtual Assistant will have when developing
their business. Most of all, it challenges the Virtual Assistant chapter after chapter to
operate and build a successful Virtual Assistant practice no matter who they are or where
they are located. It can be achieved by each and every individual by simply following this
book from start to finish. By paying careful attention to the following pages, you will have
the opportunity to unravel the (not so) complex steps to building a successful Virtual
Assistant business. You’ll read about the important business planning stages, setting up
your office, developing your service list, marketing for new clients, training and
certifications, balancing business and family life, not to mention the marvelous resource
tools found within this book. The reader can view this as a “how-to” manual or strategic
business planner. Either way, it will benefit both new and veteran VAs in developing
their dreams of obtaining a successful Virtual Assistant business.

Had this VA resource book been around when I was starting out, I know my journey
would have been not only considerably shorter but much less stressful. I wish all Virtual
Assistants the success in building their new Virtual Assistant business. Trust me, from
one VA to another, this book will be a resource that you will be regularly taking down
from the library shelf for a long time to come. Make sure it is reachable on your
bookcase!

Tawnya Sutherland, CIMBS

Founder of VAnetworking.com, the Original Virtual Assistant Networking Forum since
2003 and Author of the Virtual Business Startup System (VBSS). A Certified Internet
Marketing Specialist, Tawnya also runs Mediamage Business Solutions helping her
clients turn their website clicks into cash.
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We would both like to thank Tawnya for her time and effort to review our book and
provide us with such a wonderful Forward.

Tawnya is a force to be reckoned with in the Virtual Assistant community. As a member
of CVAC, she has helped us to take the organization to new heights by working with us on
various initiatives to share the word about CVAC and the VA industry.

Her passion to help VAs succeed and teach business professionals about the advantages
of working with VAs led her to develop www.VAnetworking.com, an international
community of and for Virtual Assistants. VAnetworking is a leading source for all things
VA related and the place to be for any VA, no matter if they are new to the industry or are
veterans.

We are proud to be working with Tawnya to offer this book as part of for her extremely
successful Virtual Business Startup System. We have recommended this system to
hundreds of VAs in the past as a way to get started and are happy that our book has the
information that she feels is beneficial to new VAs.

With this new partnership, How to Build a Successful Virtual Assistant Business has now
hit new heights and has become the book to have for any aspiring VA.

Thank you Tawnya for your dedication to this industry and for endorsing this book. We
look forward to a long and successful partnership with VAnetworking.com.

Sincerely,

Janice & Elayne

CLICK HERE to Order Your Copy Today!
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Introduction

Although the term “Virtual Assistant”, also referred to as a VA, is still very new to the
business community, there are thousands of home-based administrative workers around
the world who now refer to themselves as VAs. The opportunities for the professional
services offered by these VAs are endless.

Our dream for this book is to help those who have administrative or VA-related service
skills to start, operate and build a successful Virtual Assistant practice, no matter where
they are located and no matter what their gender is.

How to Build a Successful Virtual Assistant Business includes information and tips to
help aspiring and established VAs with every aspect of starting and building a Virtual
Assistant business. From naming your business, to upgrading your skills, to expanding
your business, we have put together everything you need to know based on our combined
years in this industry and the input of successful

VAs worldwide.

This book includes information that any VA can

Our dream for this book is to
use to become successful.

help those who have

. . . . . ) administrative or  VA-related
Being a Virtual Assistant is an exciting and highly ... icc <kills to start operate

rewarding career. The Virtual Assistance industry  _. 4 puild a successful Virtual
works hard to help the term “VA” become  pccistant practice, no matter
recognized in all business circles. Our wish, along  \yhere they are located and no
with VAs around the world, is to change the matter what their gender is.
question from “what is a VA?” to “who is your

VA?” and with the professionalism that we have

witnessed in this industry, that won’t take long to

happen.

So, welcome to a fast-growing industry that allows you to have the freedom of working
from home (or virtually anywhere), be your own boss, and assist the many
entrepreneurs and business professionals around the world who need to concentrate on
running their businesses while you handle their non-core tasks.

Thank you to Tawnya Sutherland of VAnetworking.com for encouraging us
to present our book to a global market to help VAs all around the world
learn how to build a successful Virtual Assistant business.

We hope ... no, we know this book will become your VA encyclopedia and we look
forward to seeing you become successful by growing your business beyond your wildest
dreams.

Sincerely,

Janice & Elayne
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What is a Virtual Assistant

CHAPTER 1 « What is a Virtual Assistant?

Definition

A Virtual Assistant, also known as a VA, is an entrepreneur and business owner who
takes pride in offering various forms of help for tasks that are generally related to
keeping a business running smoothly. Their services are readily available for fellow
business professionals, but they are also suitable to anyone who may be in need of some
administrative or other related assistance. VAs work from their own offices: usually
home offices. They are virtual partners to their clients.

That description may still seem a little vague because it is difficult to best describe what a
Virtual Assistant is or does since the services offered and expertise of VAs vary so much.

Most VAs offer assistance with such tasks as word
processing, spreadsheets, and other administrative
duties. These types of services generally make up the
core of any VA practice. However, these services aren’t
JUST what VAs offer since the quality and experience
put into each service is far more than simply “typing a
letter.” Most VAs have a specialty that includes, or is in
addition to, their core services.

VAs are generally experienced in administrative tasks that are necessary to keep any
business running smoothly. However, some have more advanced skills in certain
services than others. For instance, one VA may be extremely proficient in providing the
design of customer-catching marketing material using desktop publishing software,
while another VA can do wonders with contact management information in the form of a
database. These are some ways that VAs specialize in core tasks.

Administrative tasks aren’t the only specialties offered by VAs. The range of services
with which to aid fellow business professionals is endless. These can include web design,
graphic design, concierge services, ghost writing, and so much more. VAs can even help
with everything from travel arrangements to personal shopping.

With that being said, you can see that a VA possesses the skills and expertise to provide
professional results for their clients. Most VAs have been in the administrative field for
many years and bring that experience to life in the way they run their practices and in the
projects they perform for their clients. They take pride in offering their expertise to
others in need of their services and communicate with these clients via telephone, fax,
snail mail, email and other forms of online communication and technology.

Some VAs will occasionally visit a client’s office to perform tasks, but the majority of

Virtual Assistants work from their own offices, thus, giving credit to the ‘virtual’
reference in the term, Virtual Assistant.
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Benefits of Becoming a Virtual Assistant

The Virtual Assistant industry is extremely unique. It is made up of entrepreneurs from
around the world who come from many different walks of life and are really just one big
family.

But as a big family, we do have our “issues” with

one another. Sometimes things don’t always run  96.8% of Virtual Assistants
smoothly. However, we still communicate in our ~ practicing today are women®, but
hours of need by sharing and learning since thisis the number of men entering this
a vital part of what makes this industry work so  field is increasing daily
successfully.

The VA industry also has the benefit of being like
an “equal opportunity employer.” Although 96.8% of those practicing today are women®,
the number of men entering this field is increasing daily.

VAs who start their practices now are finding it easier to build their client lists than those
who began their businesses five or more years ago. This is because the benefits of
utilizing the services of a VA are becoming easier to grasp by our target markets,
therefore more fellow business professionals are open to the idea of contracting a VA.

N

“Benefits of having your own business: Now that I have had to
enter the job market on a full-time basis for the short term I
hope; I really miss working for myself. I didn't care that it was
me doing all the work I found it challenging. I miss the days of
waking up, getting dressed and making the two-minute commute
to my office. I would spend all day working on the one project,
and take a break whenever I wanted. Work through a project
with no interruptions except for the dogs wanting to go out. It
was great! I didn't miss the water cooler chit-chat because I was
able to get out and network with other likeminded people. T was
able to connect with other professionals. The freedom and
independence to be your own boss was wonderful and a great
high, not to mention a great ego boost.”

Francesca Frate, Owner/Operator
AdminConcepts * www.adminconcepts.net

. /

! VAnetworking.com's Virtual Assistant Survey, 2008 (www.VAnetworking.com)
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Since its inception, the VA industry has received a fair amount of publicity, which has
increased its exposure. This recognition in the media has also helped individual VAs to
have their written material accepted by publications, another great benefit of being a VA.
Other advantages of being a home-based Virtual Assistant are:

You have the freedom to be as creative as you like.

You can be home for the children when they need you.

You don’t have to worry about office politics.

You can provide a non-biased view to your clients.

You can save money on child care expenses.

Your target market isn’t limited to just your local area.

You have the freedom to schedule your time as needed.

You can determine your own fees as opposed to someone else determining your

pay rate.

You have the freedom to choose if you would like to work with someone or not.

¢ You don’t have the added expense of requiring a 5-day-a-week business wardrobe

e You can work in the comfort of your own home and in whatever outfit you choose
(although we do recommend getting dressed ... you never know who will stop by).

e You will build relationships with many talented business professionals.

¢ You will have access to a multitude of resources on the Internet.

¢ You will revel in the feeling of accomplishment for everything you do!

Downfalls of Being a VA

The benefits of being a VA definitely outweigh the downfalls, but yes, there are a couple
of issues that VAs must face and conquer.

Most VAs work from home. Working from home can produce feelings of isolation which
can have a negative effect on yourself and your business. A great way to learn to
overcome these feelings is by joining various VA organizations, which include email
discussion groups that can give you ideas on ways to beat any feelings of isolation.

Another downfall, which is easily overcome, is ensuring that you stick to a schedule and
realize you are the only one responsible for everything that happens in your business.
When working from home, it is very easy to take time off to handle personal matters.
Being your own boss does give you that privilege, but you need to keep this type of
activity to a minimum.

And finally, you may find it a challenge to do everything that needs to be done to build

your business as well as keep up with your client work. But, it can be done as you can tell
by the number of successful Virtual Assistants who are practicing today.

CLICK HERE to Order Your Copy Today!
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What is a Virtual Assistant

Who Can Benefit From the Services of a VA?

In short, anyone needing help with the core tasks of running their businesses is someone
who can benefit by utilizing the services of a VA. Whether it is administrative tasks or
other services that VAs offer, working together with a VA can be highly beneficial to
entrepreneurs and business professionals.

Here are just a few features & benefits of working with a VA:

15

Feature: Virtual Assistants work on a contract basis.

Benefit: This means that the client doesn’t need to worry about the added
expenses that are generally associated with an in-house employee. These include
payroll expenses such as source deductions & company benefits.

Feature: Virtual Assistants bill only for time worked.

Benefit: Clients do not need to worry about paying salaries for times when an in-
house assistant may be sitting idle. They also don’t have to worry about
providing vacation time or vacation pay.

Feature: Virtual Assistants work from their own home
offices.

Benefit: Clients don’t have to provide office space or
equipment; an expense that many small businesses can
do without.

Feature: Virtual Assistants have fully-equipped offices.
Benefit: This allows the client to get help with almost
any task that an in-house assistant generally performs.
They do not need to worry whether or not the assistant
has the proper peripherals or software.

Feature: Virtual Assistants have many years of experience in their given fields.
Benefit: Clients receive the expertise they need in order to handle their projects
without having to train someone. And, there is no need to worry about spending
valuable time reading through dozens of resumes and deciding who would be best
to handle the work.

Feature: Virtual Assistants can offer full-service assistance with the help of
others in the industry.

Benefit: If a client has a task in which their VA is not specialized, they don’t
need to waste time shopping around for someone else to handle the project. VAs
work closely with other VAs and can sub-contract any projects that need a
specialized touch.

Feature: Virtual Assistants build relationships with their clients.

Benefit: Clients can be assured that after working closely with a VA, common
tasks and how a client likes things done will be a given to the VA. They will begin
to know what and how tasks need to be performed without the client explaining it
over and over again.

How to Build a Successful Virtual Assistant Business
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Feature: Virtual Assistants are available on an as-needed basis.

Benefit: This allows the client to have occasional projects done by simply
contacting their VA when they need them. There is no need to worry about
having a staff member available for a particular task. When clients need help, a
VA is ready.

Feature: Virtual Assistants handle the overflow for clients.
Benefit: The client can concentrate on generating company revenue and other
necessary tasks that keep a business running smoothly.

r A

“Difficulties with being self-employed: Finding time to market when you
are busy. Finding time to market when you aren't as busy. Learning
how to stay motivated even when you don't feel like it and realizing
that the buck stops with you.”

Francesca Frate, Owner/Operator
AdminConcepts * www.adminconcepts.net

NS J
What Kinds of Clients Work with VAs?

Virtually anyone can be a client for a VA. However, most VAs do have specific client
target markets in which they often specialize.

Most VAs work with small business professionals, but that is a fairly broad spectrum. To
expand on that a little, VAs work with coaches, speakers, attorneys, accountants, real
estate agents, doctors, students, authors, non-profit organizations, and other service and
product suppliers. In addition, VAs work with other VAs.

Unfortunately, not all prospective clients even know about VAs and how much they can
help an organization in streamlining their business. So, it is our job to find those
prospects, show them all the benefits of working with a VA, and then keep them coming
back for more. You will learn more about this throughout the book.

How Do YOU Know if You are Cut Out to be a VA?

Just because you have a computer and can type does not make you a Virtual Assistant.
And, just because you have years of experience in the administrative field does not mean
you have the skills to run your own VA practice.

A VA works independently, and thus, must have the skills to be a business owner; not
just a secretary. A VA is a business owner and does not work FOR her clients, she works
WITH them. She plays the role of a partner to her client and takes pride in helping the
client’s business become successful. It is a win/win situation for all parties.
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Having many years of experience in the administrative field is a great start to becoming a
VA, but this does not necessarily mean you are cut out to be a business owner. Being a
VA involves taking control of how you run your business and how others perceive your
business. If you do not have the skills to be a business owner, then starting a VA practice
may not be for you. Almost everyone wants to have the freedom to work from home, but
there is more to it than just setting up your computer at the kitchen table and hoping
that typing projects will come your way.

Let’s look at some of the reasons why people consider starting a home-based business, in
particular a VA practice:

e They want to be home with the children and watch them grow.

e They are tired of working FOR others and all the politics that can come along
with it.

e They have had enough of the competition in the administrative field and trying to
land a job that will sustain their lifestyles.

e Their former job no longer exists as the result of company restructuring.

e They want to make money from home while having the freedom to schedule their
own workdays.

e They may be ill and cannot obtain a job due to their circumstances.

e They have the notion that if they can type, they can make money doing it.

If these are your main reasons for considering starting your own business, you may want
to do some rethinking. These are only partial reasons for having the desire to start your
own business. There are two other very important aspects necessary in making your
dream a reality:

You must have an extreme passion and desire to be your own boss; and

You must be highly proficient in your skills, while knowing that these skills will give a
helping hand to your fellow entrepreneurs, resulting in an income that can sustain your
lifestyle (or more!)

Are YOU Ready To Work From Your Home?

Okay, now we have determined why you want to start your own VA
practice. It must be time to go ahead and get started, right? Wrong!!!!
Now you need to look at whether you have the discipline and passion
to work long hours to get your business off the ground and provide the
quality of services that are in demand while still keeping your family
running smoothly.

Starting any home-based business takes an extreme amount of
discipline and dedication. You have to juggle your home life and your
business in such a way that there is as little negative effect on your
family and your day-to-day life as possible. And, you have to make sure that you have
the personality traits required to make your business successful.
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First and foremost, you must be sure to have the commitment to make a home business a
successful venture. Just because you work at home does not mean you can go off and do
whatever strikes your fancy on any given day. Sure, being a home-based business owner
does give you that freedom and flexibility, but if you do not schedule yourself and stick to
that schedule (as best you can), you may find that you are not putting as much effort into
building your business as is required, and thus, your new business will suffer. You need
to be disciplined and realize that you alone are responsible for building your business.
No one else is going to do it for you.

Effects On Your Personal Life

You don’t want your personal life to suffer. When you start your own business, you will
spend a lot of time trying to make it soar and the extra effort that you have to put into it
can be cause for concern when it comes to your family. Children who are at home during
regular business hours may feel left out or ignored while you are trying to accomplish all
the tasks that you need to do in building and running your business. It may be time to
consider arranging some kind of childcare for the kids.

You may be lucky enough to have children who are old enough to attend school full time.
But if they are still too young for school, this means they are around the house during the
day and may be trying to get your attention when you are trying to concentrate on work.
Although childcare is an expense you were probably hoping to do without when you
decided to work from home, it may also be the answer to your dilemma of keeping the
children entertained when you are trying to get work done.

You don’t have to have them gone all day, or even every day, but you could consider
having them visit a babysitter’s home a few days a week or see if your local community
has any kind of children’s programs in which you can enroll them. This will give you at
least a little bit of a break from the constant “Mommy!!!” during the day.

‘- A

“Starting your business: Don't let the naysayers stop you. There will always
be people in life who will tell you not to do something and they'll be the first
ones at your door saying "I told you so." The only person you have to or
should listen to is the little voice inside of you telling you to go for it. If you
don't try you'll always be wondering what would have happened had you
given it your best shot. If the business doesn't take off you'll have grown as
a person because you gave it your best shot.”

Francesca Frate, Owner/Operator
\ AdminConcepts * www.adminconcepts.net J

Organizing your day so you can build your business and still have time for your family
can be quite tricky. During the start-up phase of your business, you may be tempted to
work in the evenings to get caught up on marketing your business or completing that
extra project for a client. But, there is no need for you to be super-mom all the time. Be
sure to set aside some time for family and other extra-curricular pursuits. You may find
yourself suffering from burnout if you work too much. And, in the long run, that will
have a negative effect on your business.
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How to Build a Successful
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CLICK HERE to Order Your Copy Today!

Written by Janice Byer and Elayne Whitfield-Parr, this NEW softcover book, How To
Build a Successful Virtual Assistant Business, includes information and tips to help
aspiring and established VVAs around the world with every aspect of starting and building
a Virtual Assistant business.

From naming your business, to upgrading your skills, to expanding your business, we
have put together everything you need to know based on our combined years in this
industry and the input of successful VAs worldwide.

And this isn’t just any how-to VA book ...

Page after page you’ll feel as if you have your own personal “VA Coach” guiding you
every step of the way toward making your dream of becoming a Virtual Assistant a
reality. All in an easy to read format. How to Build a Successful Virtual Assistant
Business is the business bible that you’ll reach for over and over again as you build,
market and operate your VA practice like a pro.

CLICK HERE to Order Your Copy Today!

or CALL TOLL FREE to Order:
1-866-943-6665
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“How to Build a Successful Virtual Assistant Business, International Version, is an absolute ‘must read’
for new and/or aspiring Virtual Assistants worldwide.” Caley Walsh, Assisting4U.net

How to Build a Successful Virtual Assistant Business...

is the perfect resource for anyone interested in starting or building their own Virtual Assistant practice. It helps you every step of
the way... from choosing the right name for your business... to determining your rates... to marketing your services... and even
helps you when it comes time to expand your business... plus so much more!

200+ pages, this book takes critical information needed to turn your desire to start your own Virtual Assistant business into a
profitable endeavor that is guaranteed to bring success... including dozens of sample letters, contracts and other documents; an
extensive list of helpful websites and software; and input from VAs in all stages of business ownership.

VAnetworking.com presents this extensive informational book that comes to you directly from Janice Byer and
Elayne Whitfield-Parr's office desks. Both of these outstanding woman have a passion for seeing the Virtual
Assistant industry, and every individual VA, become a household name. Each is also the owner of a successful VA
business that started with just one client who took a chance on them, and now they have clients all over the
world. Learn how to build a successful Virtual Assistant business from the best in the industry...

Janice D. Byer, CCVA, VAC, MVA
...has owned and operated Docu-Type Administrative & Web Design Services (www.docutype.net) since 1998.

She is a Certified Canadian Virtual Assistant (CCVA) and certified Master Virtual Assistant (MVA). She has also

helped VAs, both in Canada and around the world, by writing articles and ebooks; volunteering with the OIVAC "11'7
and other associations; mentoring VAs in all stages of their careers; and, co-operating the Canadian Virtual
Assistant Connection (www.cvac.ca). Her business has grown to a level where she now has contractors from
around the w with everything they need.
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Elayne Whitfield-Parr, CCVA, VAC, MVA, PREVA
...has owned Executive Assistance Business Solutions Inc. (www.executive-assistance.ca) since 2000. She is
a Certified Canadian Virtual Assistant (CCVA), a certified Master Virtual Assistant (MVA), a Professional Real
Estate Virtual Assistant (PREVA), and a member of several related associations. She now operates several
businesses in which she supervises numerous contractors worldwide and also offers her expertise to regular
industry events. Not to mention, she is also a co-founder of CVAC and mentors VAs to levels of success that
she finds rewarding.
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VAnetworking.com

...is the highly populated global social network online for Virtual Assistants to connect, share, discuss and
promote their virtual business at worldwide since 2003. Supercharge your virtual assistance business at the
warmest social networking community on the web that everyone online is talking about! At VAnetworking,
industry experts and Virtual Assistant newbies mix it up to uncover all things new and exciting in the world of
virtual assistance. JOIN TODAY, it's FREE, you got nothing to lose and only everything to gain!
VAnetworking.com Founder, Tawnya Sutherland, is a great role model for VAs wanting to learn, share and
grow their business. Sutherland has created multiple success products for the virtual professional, including
the internationally acclaimed Virtual Business Startup System, a comprehensive toolkit designed to help
aspiring entrepreneurs build a viable virtual assistance business.
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