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“Do what you do besft

and oufsource fthe rest.”

— Peter Drucker

There are a million things to do and so little time.

How firue is that!

Business owners struggle with finding the right suport

team, delegating tasks, and not knowing how to get
started.

In this guide, we’ll show you 250 tasks virtual assistants
do best allowing you, the leader and decision-maker,
fo focus more on your business.

It’s time to run your business and not let business run
yOu.
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WHAT TASKS SHOULD | OUTSOURCE
TO A VIRTUAL ASSISTANT?

Ranging from admin, executive, and personal support
a VA can ease up your long daily list of activities.

J—

. Book appointments and meetings

Manage schedule and calendar

Set up/update CRM tools (Customer Relationship Management)
Set up online appointment tools

Data entry and gathering

Generate and collect reports

Prepare presentation slides

Draft emails, letters, commmunications, replies, and the like

O ® N O N W N

. Transcribe recorded meetings and highlight action points
10. Create survey forms and questionnaires

11. Set up/maintain spreadsheets

12. Convert files to pdf, png, jpg., and the like

13 .Coordinate with internal and/or outside tfeam

14. Collect online documents

15. File online documents and organize cloud-based folders
16. Create professional email signatures

17. Web research
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18. Manage voicemails

19.

Book fravel engagements

20.Create fravel itineraries

21.
22.
23.
24.
29.
20.
27.
28.
29.
30.
31.

Job posting

Recruit freelancers, feam members, and new hires
Administer screening tests

Review resumes/profiles

Perform background check
INnterview job candidates

Send work requirements/jolbb contracts
Moderate online meetings

File documents for annual tax season
Product listing

Send daily reminders

Avoid going over budget and mishandling finances.
Specialized virtual assistants who’ve had training and
experience in this department can help improve your
finances and keep you from falling out of budget.

32.
33.
34.
3.
36.
37.
38.
39.
40.

Bookkeeping

Manage payroll

Send out invoices

Process payments

send reminders for invoice payments

Track bills

Record expenses, payables and receivables

Reconcile accounts, such as bank statement and cash book
Update profit and loss statement
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41. Maintain cash flow

42. Budgeting

43. Create invoice templates

44. Deal with past due accounts
45. Create monthly financial reports

46. Create yearly financial reports

Keeping in communication with customers and
potential leads from calling, emailing, and messaging
is a whole day process and could become socially
exhausting if you also have other things to do. VAs who
excel in communication will improve your client
relationship in no fime!

47. Lead Generation

48. Telemarketing

49. Make inbound/outbound calls

90. Respond to customer inquiries through emails, phone calls, and
social messaging

S1. Guide customer through process

52. Provide technical support

93. Set up support desk

o4. Deal with requests and/or refunds

99. Ask for customer feedback

56. Operate live chat

S/. Process orders

58. Follow up outstanding payments

59. Document process and procedures

60. Track communications via email and social media messaging
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61. Follow up on customers expressing interest in your product
or service

62. Manage client transactions

63. Update CRM database

64. Shopping cart management

65. Research prospects

66. Close deals with leads through calls and other medium

Taking on a client project requires accountability,
direction, and supervision of feam members
involved. Project Management VAs can support
you in handling and running projects smoothly.

67. Create SOPs (Standard Operating Procedures) or Guide

68. Assign feam members (internal/outside) project deliverables

69. Manage project timelines

70. Oversee work progress

/1. Supervise feam members

/2. Monitor work progress

/3. Ensure quality on completed tasks

/4. Set up essential project management tools

75. Track budget and save up costs

76. Run risk assessments

/7. Set up onboarding and offboarding for clients and team members

/8. Manage day-to-day project activities

/9. Communicate with team memibbers consistently

80. Communicate with key stakeholders on requests, status,
and approvals.
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81.
82.

Client communication
Prepare project status reports

Content shapes your business brand but it also
requires coming up with ideas, putting them
tfogether, and implementing them. Content creative
VAs can help you deliver quality content across all
social platforms.

83.
84.
85.
86.
87.
88.
89.

Q0.
Q1.
92.
Q3.
Q4.
Q5.
Q6.

Q7.
Q8.
99.
100. Track engagements in all platforms

Research and produce content

Source images for content

Research topics

Draft content posts

Edit posts

Proofread posts

Upload contfent to different platforms (blog, social media, email,
and the like)

Format content such as ebooks, guides, checklists, and the like
Create and plan editorial calendar

Maintain content library

Compile resource pages and fact checking

Repurpose old content

Write scripts for audio/video content

Write content such as blogs, newsletters, social media posts,
eBook, articles, and the like

Create case studies

Curate content

Promote content

teambuilders.agency



https://www.teambuilders.agency/

122. Track engagement metrics

123. Monitor feedback and reviews

124. Send follow up messages to prospects
125. Create a social media routine

Make your business stand out with branding design. A
Creative Design VA can help you create designs that
visually speak your business.

126. Graphic design

127. Website design

128. Create infographics

129. Create video thumbnails

130. Produce video illustrations

131. Include copyright on photo and video resources

132. Design flyers, brochures, newsletters, eBooks, and workbooks
133. Edit photos

134. Insert audio/video content to blogs, welbsite, and social channels
135. Video editing

136. Add subtfitles to video content

137. Edit audio content

138. Design banners, cover photos, and headers for social media
139. Logo design

140. Brand design

A thought-out campaign can increase your ROl and
emails pose proven results. A Virtual Assistant
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141. Set up email marketing account

142. Maintain email marketing accounts

143. Set up email automation and sequence

144. Create newsletter templates

145. Upload email lists with names

146. Draft/Create email content

147. Schedule email campaigns

148. Send test emails before publishing

149. Track email engagements such as open rates, click rates,

conversions, and unsubscribes)

Part of establishing yourself as a ‘thought-leader’
in the industry is by sharing and participating in
speaking engagements. VAs excel at finding and
booking shows for you.

1580. Find podcast shows to guest on

151. Gather lists of potential guests and hosts
152. Schedule hosts/guests for prospecting calls
153. Create podcast pitch letters

154. Brief guests about the podcast episode format
165. Set up hosting platform

156. Upload episode to hosting platform

157. Write show notes

188. Create timestamps

159. Create graphics for podcast promotions
160. Organize podcast content

161. Prepare statistical reports
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Making your business platforms SEO-friendly allows
your content to be visible online. VAs trained with SEO
best practices will improve your website traffic and
conversion rates by handling tfime-consuming,
complex processes of ranking.

162.Research SEO keywords

163. Set up SEO data/tracking tools

164. Research backlinks

165. Research SEO frends

166. Research competitor brands

167. Confribute content to curation sites

168. Monitor algorithm

169. Comment on blogs across various platforms
170. Update content for SEO

171. Register website to business listings/directories
172. Track SEO performance

173. Analytics reporting

174, Do SEO audit

175. Suggest strategies on organic and paid ad posts
176. Set up PPC Ads (Pay-Per-Click Advertising)
177. Tag images and links

178. Update meta tags and meta descriptions
179. Review website backlinks

180. Track content in search engines

181. Manage promotional campaigns

182. Create sales funnels
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Publicity should be one of your first actions towards
marketing before pouring your effort and money into
paid ads. VAs can support your business through
outfreach, engagements, and finding your ideal
clients’ to-go places.

183.
184.
185.
186.
187.
188.
189.
190.
191.
192.
193.
194.
195.
196.

Reach out to micro influencers and other potentials brands
Find guesting opportunities

Write pitches

Write press releases

Book speaking engagements

Grow dffiliate programs

Engage with online forums and community groups
Podcast guest outreach

Blog guest outreach

Collect good customer testimonials

Improve exposure in social media

Create and manage social media ads

Find online business events

Find sponsorship opportunities

Funnel strategies convert prospects into clients, when
done right. It also requires consistency. VAs who
understand your business can help you implement

and improve your conversion tactics.
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197. Set up/manage paid ads

198. Set up sales funnels

199. Manage retargeting ads campaigns
200. Research competitor brands

201. Write ad copy

202. Design ads

203. Write lead magnet/freebies copy

204. Create sales pages

205. Create landing pages

206. Create promotional emails

207. Create opt-in forms and Thank You pages
208. Set up email sequences

209. Research audience purchasing behavior
210. Monitor users actions on ads posted

211. Track sales metrics

Focusing on running your business while keeping up
with technicalities can form internal conflicts along
the way. Technical VAs run programs smoothly with
less spots of technical errors upon publishing,
posting, and launching.

212. Develop business website

213. Maintain website

214. Update website plugins

215. Set up/manage Shopify store
216. Create a membership welbsite
217. Fix broken links

218. Rebuild outdated welbsite
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219.
220.
221.
222,
223.
224,
225.
226.
227.
228.
229.
230.
231.
232.
233.
234,
235.
236.
237.
238.
239.
240.
241.
242,
243.
244,
245.
246.
247.
248.
249.

Integrafte apps and automations

Set up website intfegrations

Set up payment options on website
Manage payment systems

Moderate blog comments

Set up 301 redirects

Add or remove pages/posts

Update to mobile-friendly design

Track 404 errors

Connect social channel link on welbsite
Customize website themes

Renew domains and hosting plans

Set up/manage backups

Create contact forms

Update to fast responsive website design
Test overall site loading speed

Track website metrics

Create blog fraffic reports

Keep Wordpress or Squarespace site updated
Set up online course programs

Set up automations and systems
Live webinar assistance

Set up tech platforms for live events
Research tools and systems

Clean up email database

Set up webinars

Set up/manage appointment tools
Set up/manage email marketing accounts
Set up/manage online marketing systems
Set up/manage project management tools
Set up/manage communication tools
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