
Working Smart

Delegation
HOW TO KNOW WHEN

YOU NEED A VA

Starting a business can be lonely, exhausting,

all encompassing and take over your life. We

know this and understand that initially pushing

through for a certain amount of time like this is

sometimes essential to starting a business.

However to be able to step back, concentrate

on the bigger picture stuff and grow your

business you need to learn to delegate and

share the workload. Scary we know, but

essential. Starting to work with a Virtual

Assistant (VA) can be a perfect first stepping

stone to this. 

Outsource those daily tasks that take up your

time so you can gain that time back to move

your business forward.  
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Responding to emails 
Helping you organise your diary
Social media scheduling 
Newsletters - writing content and scheduling
Website creation and management - uploading content or running
online programmes
Booking travel, accommodation
Invoices + Expenses
Helping create and enforce procedures and systems to help workflows
General organisation - A good VA can take your ideas and thoughts
and make them happen
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WHY YOU SHOULD GET A VA

TASKS YOU COULD EASILY OUTSOURCE TO A VA

VA’s often charge hourly, with no contracts. So you just pay them for

the work they have done. They are not an employee. So it’s no massive

big commitment and you don’t need to worry about holiday pay, sick

pay or complicated contracts. 

Often VA’s are used to being the first person a business owner is

outsourcing too, they should be kind and understanding of how hard

delegating can be.

Most VA's have a broad skill set and capabilities to help you with

whatever tasks you would find useful to offload.

Imagine all the time you could have back into your daily life if you

could simply cut out the tedious time consuming tasks, if you are

wanting to grow your business it is pretty much essential you start

sharing the workload.



Word of Mouth - Always a great way to find good contacts, ask
around and see who everyone else if working with and how they
found a good VA. 
LinkedIn
Online communities - A lot of business Facebook groups now share
good VA’s and pass around details of recommended contacts
Google - As always Google will offer you option of individuals and
larger companies offering the service
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WAYS TO FIND A VA

IMPORTANT THINGS TO THINK ABOUT TO

ENSURE YOU GET THE RIGHT VA

Communication is key - Find someone that you can
communicate well with and are available to talk to you how and
when you need them to be available.
Get a good feeling - If this is the first person you are sharing
your business workload with it is really important to have a good
feeling about the person and trust them. Go with your gut on
that. 
You will need to spend time initially but it will be worth it - Like
anything it may seem frustrating to spend time on your VA
initially when you are so busy, but know that the time you spend
initially will mean a good VA gains a great understanding of your
business and it will be worth it in the long run. Long game over
the short game.


