30 ways to use a
virtual assistant

Introduction
Thank you for downloading this guide - 30 ideas for things
you can outsource - one for every day of the month!
If you are running a growing business, or you want your
business to grow and you are finding that there is just not
enough time in the day to do it all then this guide is for you!
* Are you spending time doing non-income generating jobs
instead of networking and focussing on business
development?
* Are you working long hours and would rather be leaving
work on time to pick up the kids and being able to put them
to bed?
* Are you tied down to your desk instead of talking to and
working with your team?
* Maybe you are ‘coping’ with your workload – just.
By delegating business critical support tasks and
administrative work to a Virtual Assistant, you can focus
your time on things that really matter, and those that you
love doing. We can become your right-hand person, with
all year-round support, or simply help you to clear your todo list.
Don’t forget – asking for help is a strength and we want to
help you to take your business to the next level – or save
your sanity!
If you have never used a Virtual Assistant before, this guide
will give you a flavour of the types of tasks we can help you
with.
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PA
SUPPORT
1
DIARY MANAGEMENT
Responding to meeting requests and liaising with
3rd parties to arrange mutually convenient
meeting dates and locations.

2
EMAIL MANAGEMENT

Testimonial
"Joanne has supported us with
time management, minute
taking, action follow ups,
scheduling
appointments and recruitment
administration.
It has definitely given me peace
of mind - I know that I can ask
Joanne to complete a task and
it will be done quickly and
efficiently, rather than sitting on
my to do pile gathering dust,
and I can focus more time on
other areas of growing the
business and managing
people"

Checking and responding to emails, filtering out
spam, flagging important messages, holiday
cover.

3
REMINDER SERVICES
Birthdays, anniversaries, staff length of service,
key events and anything you don't want to
forget. We can also order gifts to be delivered.

4
TRAVEL ARRANGEMENTS
Research for hotels and travel, booking of hotels,
trains and flights. Itinerary research and
planning.

5
MEETING ARRANGEMENTS
Co-ordination of multiple diaries, booking
meeting venues and preparing papers and
presentations for the meeting itself.

Justin Elliott, LeadsToYou
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BUSINESS
SUPPORT
6
APPOINTMENT SETTING
Liaising with your clients and colleagues to
arrange mutually convenient meetings that work
with your diary.

7
MEETING PREPARATION
Research on the person you are meeting,
preparation of key documents, booking of
meeting venues, typing up of meeting notes.

8
TEMPLATE CREATION
Life is easier with templates. Let us know what
you need to achieve and we can create
templates which will make life easier.

9
PRESENTATION CREATION
Presentations in PowerPoint for client meetings,
training sessions and board meetings. Graphics
and illustrations.

10
LIFESTYLE SUPPORT
It's not all work and no play. We can help make
sure you don't forget to have fun along the way
by helping you plan activities outside of work.
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BUSINESS
SUPPORT
11
BOARD SUPPORT
Drafting of annual plans, preparing draft
agendas, presentations and action records,
chasing up papers, collating contributions.

12
HR SUPPORT

Testimonial
"I decided to look for a Virtual
Assistant as I had been
struggling to find enough time
to manage my diary and carry
out other admin tasks. I have
found it invaluable to free up
this time to allow me to work on
other things essential to my
events business and since
working with Joanne, I feel less
stressed out, and am no longer
worrying that I might have
missed something. I would
have no hesitation in
recommending Joanne’s
services to other
entrepreneurs"
Alex Palmer, Kina Event
Management

Writing job specifications and job descriptions,
assisting with job adverts, shortlisting,
contacting candidates, arranging interviews.

13
MEETING SUPPORT
Attendance at meetings, facilitation, minuting of
meetings and production of draft minutes and
action registers.

14
RESEARCH
Competitor research, market research, finding
suppliers, content for presentations and social
media, image sourcing, event venues...the list
goes on.

15
CREDIT CONTROL
When you work closely with your clients, it can
be a difficult conversation for some when
invoices are going unpaid. We can help with
sending reminders and chasing bad debts.
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LIFESTYLE
SUPPORT
16
APPOINTMENT MAKING
Dentists and doctors, heath and beauty
treatments, meetings with contractors,
gardeners etc. and social engagements.

17
HOLIDAY PLANNING
Researching hotels and guest houses, sourcing
and booking activities for the duration of your
stay, researching and booking travel.

18
OFFICE MANAGEMENT
Tidy desk, tidy mind. If you've neglected your
space, we can help with organisation, filing and
suggesting and implementing office systems.

19
GIFT SELECTION & ORDERING
Thank you gifts, presents for friends and family,
booking special weekends, arranging gift
certificates, ordering flowers.

20
PARTY PLANNING
Birthdays, anniversaries, welcome home parties,.
Booking the catering, sorting invitations,
ordering the cake & more.
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EVENT
SUPPORT
21
VENUE FINDING
Contacting venues with your event
requirements, presenting you with a shortlist of
options that meet your requirements.

22
EVENT PLANNING

Testimonial
"My workload had increased
but I was still doing all of the
work and was finding it harder
and harder to stay on top of
everything which was making
me feel rather stressed!
Having Joanne as a VA has
helped me to begin the process
of untangling what in my
business must be done by me
and what actually should be
done by others! This is a huge
step forward and feels really
liberating, and I already feel
lighter and less weighed down
by the multitude of tasks that
were beginning to feel
overwhelming. Thank you!"
Leadership Consultant

Running orders, AV equipment, guest speakers,
gifts, welcome bags, sponsors, catering,
invitations, trophies/awards.

23
EVENT FACILITATION
Being there on the day, manning the registration
desk, answering delegate queries, liaising with
the venue, tech, speakers and VIPs.

24
EVENT PROMOTION
Helping you put together eye-catching literature,
preparing social media posts, sharing on
Eventbrite.

25
POST EVENT FOLLOW-UP
Creation of feedback forms, collation of
feedback, thank you letters and gifts, social
media and blog posts.
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& MORE
26
PROJECT MANAGEMENT
Whether it's finding a new office space and
contractors, or organising a photo-shoot, we can
help co-ordinate your projects large or small.

27
MARKETING AND DESIGN
Whether it's social media posts, marketing
literature, posters, newsletters or brochures, we
can help you to get your message across to
present your business at its best.

28
PROOFREADING
"You only get one chance to make a first
impression". We can proof read your blogs,
books and marketing literature for you.

29
DATA ENTRY
Entering data from varied sources, receipts into
excel, researching and adding results into a
spreadsheet - we love data entry!

30
ADDED VALUE
We do a lot of networking, and as a client you
also get access to our little black book. We also
look out for opportunities to recommend our
client's services wherever possible!
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Thank you
Thank you for taking the time to find out how using a
Virtual Assistant could help you.
If you'd like to arrange a complimentary discovery call to
talk through your business needs, please contact me
through one of the methods below.
If you don't need a VA right now, tuck this guide away so
you have it to hand should you need some help in the
future.
Joanne

Contact details
Call us: 07814 218142
Email: joanne@joannemanville.co.uk
Social Media:
* Twitter - joannemanville
* LinkedIn - joannemanville
* Website - https://www.joannemanville.co.uk
Book a complimentary discovery call:
https://joannemanvillevirtualassistance.youcanbook.me
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