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Introduction
This e-book is the culmination of years of knowledge from three very gifted leaders
in the Virtual Assistant (VA) Industry. In a collaborative effort to advance the VA
Industry Dale, Becki and Heather spent countless hours delving into several topics
of import to make this e-book an invaluable tool of the trade. The advice given is
based on their collective experiences and know-how.
While there is no magic pill that will make your VA business effective, each topic
provides insight on how you can make your business revolutionary. The key is that
this information will be good for nothing more than tinder if you do nothing with it.
It is a guideline and a how-to. The success that you attain using any information
provided, within these virtual pages, comes from you doing it.
This e-book is also a tribute to Janet Jordan who passed away January of 2006.
She was and continues to be an inspiration to the VA Industry. Her raw talent for
bringing out the best in all of us continues to shine through the lives that she has
touched. Janet, we love you.

Special Thanks
We want to publicly thank the Revolutionary VAs who contributed to
editing this e-book.
Laurie Dart
Working Wisely
www.WorkingWisely.net

Patty Dost
Time Is Of The Es-Cents
www.TimeIsOfTheEscents.com

Karen McGreevey
mcgr2@mchsi.com

Jamie Lee Mann
Mann Made Time
www.MannMadeTime.com

We would also like to thank every member of The Revolution for making it the
awesome business building community that it is. Each and every day you teach us
something new and make us think in a different way. You inspire us to do better
and stand along side us to make the VA Industry a dynamic powerhouse for the
future of business.
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Be a Visionary: Dream Your Biggest Dream
It is extremely easy for the majority of us to live and work in the now. But working
in the now does not advance your business. It only keeps your business on the
same level with minor advances and minor setbacks.
To break out of the norm and accelerate your business you will need to stop
working in the now for a short time. As a business owner, you should be spending
time, on a regular basis, working “on” your business and not just “in” your
business. Michael Gerber wrote a book called The E-Myth Revisited that clearly
defines the distinction of entrepreneurs as the president, the manager and the
technician.
Too often entrepreneurs get stuck being the technician. While this is where the
work gets done, if there is not a manager delegating tasks and a president to drive
the business then the business suffers. Too
Too often entrepreneurs
many budding entrepreneurs have gone out of
get stuck being the
business because they failed to see the need
technician. While this is
for distinct roles.
where the work gets
done, if there is not a
The part that you need to play as the president
manager delegating tasks
of your company is vital. When you were first
and a president to drive
thinking about starting a business you may
the business then the
have acted like the president more than the
business suffers.
other two roles. The reason is because you
were dreaming (“vision casting”) about all that
your business could be. You spent the time thinking about what you COULD do to
make your dreams a reality.
If you want your business to succeed, you will need to take time away from the
“doing” and start “dreaming”. This may come off as a little odd and may even be
difficult to do, especially at first. You will need to block off 10% of your schedule
each week, at a minimum, to work on building your business and playing the role
of president.
Once your schedule is blocked off, you might ask yourself, “Now what? My time is
set but where do I go from here?” Those would be good questions, too. Don’t
worry; we will not leave you hanging. We have included some questions to get you
thinking as a president.
Do you have a vision for your business? Where do you want to be in 5 years, 3
years and next year? Will you be doing the same thing that you are doing now or
Page 3 of 73

© 2006 Virtual Assistant Revolution www.VirtualAssistantRevolution.com

NOTE: This e-book may be distributed freely in its entirety, the contents may not be distributed separately for any reason.
If you paid for this e-book contact 25Ways@VirtualAssistantRevolution.com

will you strive to evolve into someone who is bigger and better? What new service
or product can you launch that would advance your business? What can you do
that is bigger and better than what you are currently doing?
Start thinking, start dreaming and start envisioning what you can do for your
business to catapult you to the next level.
The vision you possess should ignite a fire in you. Do not limit yourself because
you think you cannot carry out your vision. You can bring your vision to fruition.
It is just a matter of how bad you want it and if you are willing to go the extra mile
to make it happen. What is stopping you? Are there roadblocks? How can you get
over them? Who can you ask for help? Stop making excuses for why you cannot
do it and just get it done.
Your visions do not have to be daydreams, although many may start out that way.
The bigger vision may start as thoughts of “what if…?” and “I wonder what would
happen if…?”. Once you have a vision that you cannot let go of, move out of the
dreaming stage and set it into action.
When you think big, you
Do you have one hundred different dreams and
grow big. Your big vision
aspirations? It is perfectly okay. Write them
may not come to fruition
down and put them away where you can find
overnight but it will
them later. For now, pick one and go with it.
happen if you stick with it.
Plan it, think it through and replan if you have to.
See it through until the end and then start on the next one.
Once you pick the vision you want to come to fruition, come up with goals and a
plan of action and attack. When you think big, you grow big. Your big vision may
not come to fruition overnight but it will happen if you stick with it.
The only thing between you and success is you. Be a visionary. Think big. Think
outside of the box. The sky’s the limit!
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Just Be Very Revolutionary
“Good enough isn’t good enough, because now everything is good enough. Our
expectations of quality are unrealistic – and are being met every single day. We
don’t want to be satisfied; we want to be blown away.” – Seth Godin, The Big Moo
With the increased promotion of the virtual assistant industry, virtual assistants are
becoming a dime a dozen. You can go to various directories to find a virtual
assistant and there we are, all lumped together. In a directory, nothing sets you
apart. You are just another virtual assistant.
If you are listed in a directory and you do not have a website, do not plan on
getting any inquiries. Just don’t. Business owners in search of a virtual assistant are
going to look at websites before they email for more information. When they get to
your website, what will they find? Will they find a “homegrown website” or will they
find a quality site, filled with content that speaks to them?
Are there creative ways to spruce up the design
of your site as well as the content? Research
your target market and place industry related
information of theirs on your site. Show them
that you understand and know their industry
better than anyone else.

Are you just another
virtual assistant? Do you
want to be just another
virtual assistant?

Let’s move offline for a moment. For most of us, when we speak to “locals” and
mention the term virtual assistant we get the deer in headlights look. But after
explaining what it is that we do, and how we do it, more often than not we have
intrigued the other party. They request information.
Evaluate your marketing materials. Is there room for improvement? If you lack the
skills to create awesome pieces, then hire another VA or creative service
professional to help you out. The canned template business cards from online
printers will not cut it anymore. The brochures done in your publishing software
and printed on your inkjet aren’t good enough anymore. Your marketing pieces
speak volumes about you and the professionalism of your business.
Are you just another virtual assistant? Do you want to be just another virtual
assistant? If you answered yes and no (in that order) then it is time to do
something about it. Stand out from the crowd by being innovative and creative.
Within our industry there are plenty of ways for each of us to stand out from the
crowd and think outside the box.
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What do you know about? Seth Godin states “everyone is an expert on something”.
So what are you an expert in? Is it knowing the ins and outs of your target market?
If you have really defined your target market, is there a product or service that you
could offer strictly to that industry that will make their business lives better? Take
some time and think outside the box. Create a signature product and market it to
your target market. You will be amazed with the results, the referrals and the
expertise that you will exhibit.
Don’t be just another virtual assistant. Be a revolutionary virtual assistant. See the
bar and raise it. Set your goals and surpass them. Run circles around the others.
When you’re revolutionary, people take notice. Those are the virtual assistants that
business owners will talk about and the ones that will be sought after. You want to
be that virtual assistant.
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The Business Big Bang Theory: Growing and Evolving
If you have read any of the most recent science books, you will find that a majority
of them include the Big Bang Theory, which is the unproven history of the universe,
our solar system, our planet, the life on it and the evolution of the creatures that
inhabit it. While not everyone agrees with this particular theory, it does hold an
underlying theme of progression that can be paralleled to owning and operating a
business.
As with any living thing there is a life cycle that, with certain conditions, presents a
natural occurring progression. This life cycle includes components that are definable
in a business setting as well as in nature.
Life Cycle:
1. Conception
2. Birth
3. Growth
a. Childhood
b. Adolescent
c. Adult
4. Decline
5. Death

This idea is the conception
of something bigger than
itself. Like raw energy, it
has potential, but it needs
to be released before
anything can happen.

The Fun of Conception!
Before anyone can open their doors for business an idea must spark somewhere
deep within the recesses of their mind. This idea is the conception of something
bigger than itself. Like raw energy, it has potential, but it needs to be released
before anything can happen.
In this conception phase, it is helpful to know what you want to give birth to. What
do you anticipate your business to be like? What are the dreams that have potential
for reality?
Write down all of your expectations. Get clear on what it is that you are going to
do. Be certain that it is something that you really want to do. If when you wake in
the morning, you can only think of doing this one thing, then you may just be
ready for parenthood. But, the ideas need to be nourished so they will grow until
the only next logical step, which is to…
Give Birth to Your Ideas
Research everything that you need to know about starting a business. What do you
need? A few of the basics would be a business plan (complete with goals), a
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marketing plan, business name, checking account, target market, a niche, web site,
e-mail account, hosting package, computer, printer, etc. Some items that are useful
and can help your business are a coach, business cards, brochures, networking
memberships, support base, etc.
Baby Steps
Just as a newborn becomes an infant and then progresses to a toddler, so should
your business. Your business must progress in stages. You have to realize that just
because you hang up your open shingle, clients will not be knocking down your
door. It all takes time and we all work with baby steps.
Begin with a networking meeting locally and try
it out. Did you have a successful meeting? Did
you meet any potential clients? Start your first
marketing campaign. Apply goals to this effort
and evaluate how it did for your business. Did
it work? Did it go okay? Do you think it could
have been better?

The goals that you set for
yourself will be easier to
see and achieve and you
will not be falling off that
proverbial horse as often
as you did in the past.

You are going to struggle. It is the nature of the beast. Remember when you were
a child and the training wheels were removed from your bike? What did you do
when you fell? You got back up and you tried again. You would not allow yourself
to fail because all of the other kids in the neighborhood were riding their bikes and
you wanted to be riding with them. You kept going until you got it with the
encouragement of parents, grandparents and friends watching you. If you do not
currently have that encouragement, go find it. It is out there.
Coming of Age
In the Jewish religion you come of age at 13. In the Spanish culture, it is 15. There
is a big party, lots of gifts are given and it is a ceremonious time. In the business
world, there is no magic number. Your coming of age could be your second year in
business or it could be your tenth. It all depends on what you put into your
business.
You will begin to see the growth. Your client base will grow. You will become
known in the industry. The goals that you set for yourself will be easier to see and
achieve and you will not be falling off that proverbial horse as often as you did in
the past.
It is at this time in your business that you will start to feel as if you can be more
help to those that are just starting but you must continue to learn from those that
have been in business longer than you and in your mind are at a higher success
level than you. You are on the fence about subcontracting out not only some of
your client work, but also some of the back end of your business.
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If you need to relate this stage of your business to a time in your life, think back to
those awkward teenage years. You were old enough to do certain activities but still
too young for others. Don’t fret! This, too, shall pass!
All Grown Up
If you are not growing
You have finally reached a point in your
and evolving as a person
business where you are comfortable but ready
and a business, you will
to do more. You have accomplished all that you
become stagnant.
set out to do and now there are even more
Stagnant people and
choices in front of you. It is very similar to the
businesses lose credibility
questions you face when you graduate from
and will eventually falter
high school. Do you go off to college? Do you
and fade away.
travel and take a year off before going to
college? Do you decide just to work and maybe you will do the college thing later?
You have your business and you are successful. You have arrived at the place
where you saw yourself when you were in the birthing stage. Where do you go
from here?
This is where you can start stepping out. Perhaps you will now help others get
started; those that are where you were when you first began. Maybe you will take
the knowledge that you have and create an informational product to help others
while making passive income to supplement your business. Maybe it is now that
you consider subcontracting out the work that you do not want to do and
developing a team for your business to continue to grow. It is at this stage in the
game that you have the world in the palm of your hands and only you can
determine where you will go from here.
Once you determine where you want to go from here, you will find yourself back at
the conception stage, ready to start the life cycle all over again.
Your Escape Plan
If you are not growing and evolving as a person and a business, you will become
stagnant. Stagnant people and businesses lose credibility and will eventually falter
and fade away. Take some time now to evaluate where you are. Here are a few
questions to ask yourself if you feel that this might be you.
When was the last time you took a risk or thought outside the box?
Are you growing and evolving through industry specific training and education?
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Do you lack the enthusiasm that you once had for the forward progression of your
business?
What can you do to ignite the entrepreneurial spirit that once thrived in you?
Closing the Doors
If you do not break the cycle and start going
through the growth process once again, you may
find that you cannot continue to operate your
business and remain financially secure. You will
need to take a personal inventory of your
intellectual stock to determine the best way to
close your doors.

Before your business
starts to decline you may
be able to save it by hiring
a business coach to help
you fan the
entrepreneurial flames.

If you were successful enough, you may be able to live comfortably, if not
luxuriously, with the savings that you built throughout the years. Otherwise, you
may need to consider other avenues for income. Before your business starts to
decline you may be able to save it by hiring a business coach to help you fan the
entrepreneurial flames. Do not wait until it is too late to do anything about it.
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Extreme Self-Confidence Makeover:
The Business Face Lift You Need
With any good makeover there are essentials that cannot be overlooked. Whether
the makeover is designed for your body, business or beliefs the processes are
similar.
In considering what you need made over, you should begin with the end result in
mind. Do you want to be relaxed, surface cleaned or do you want a deep
penetrating cleansing from the inside out?
To get an extreme self-confidence makeover, you just need to keep the basic
principles of a typical day-at-the-spa makeover in mind to effectively work through
your issues. You will need to relax, exfoliate, cleanse, replenish and beautify.
Massage Your Mind
In order to begin building your self-confidence you will need to relax. Let the
tensions of the world and whatever you may know, or think you know, what others
are saying about you roll like water off a duck’s back. Right now, you only need to
be concerned about truth, your truth. You need to know that you are good at what
you do. And yes, everyone makes mistakes now and again.
The only thing that matters at this time is your
confidence in your abilities. You are good at
what you do. You are talented. Your target
market will know this soon enough, if they do
not know it already.

Belief in self gives us the
confidence to accept
failure. It teaches us the
importance of positive
thinking. Those who have
high self-esteem don't
talk about failures;
instead, they try to find
out why they did not
succeed.

Unclog the Junk
Any negative feelings that you may have about
what you do, or services you provide, need to
be addressed, NOW. If you wonder whether
your negativity about something is worth
examining then do so, and then drop it. You may need to find a solution if it is
legitimate. Otherwise, it is not worth your time. So, let it go.

Negativity often leads to a downward spiral, so stop it before it gets out of hand.
Shift to Self Confidence
Abraham Lincoln is a fine example of a man who believed in himself. He lost every
election until he went to the Senate and stood for the post of the President. He did
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not allow failures in his professional and personal life to erode his self-belief. The
history of the US would be much different had he done so.
Belief in self gives us the confidence to accept failure. It teaches us the importance
of positive thinking. Those who have high self-esteem don't talk about failures;
instead, they try to find out why they did not succeed. They look for lessons that
can be learnt from their experience. This is not a simple issue of semantics. It is the
power of positive thinking, and it is available only to those who have self-esteem.
Once again it is self-esteem that gives us the confidence to enter a new group, and
become a part of it. Those who lack self-esteem are very reluctant to approach a
new group. They don't want to expose themselves to the ridicule of being seen as
shy, nervous or ignorant. They would instead prefer to stay in their corner.
In fact, lack of self-esteem stands out like a sore thumb at parties, meetings,
conferences and social or official functions. Individuals with low self-esteem avoid
introducing themselves to others. They prefer to stay in the shadows, out of sight
from other people. However, their colleagues who enjoy high self-esteem dominate
the discussions and are sought after by others for information. They are also invited
to other meetings and parties -- all because
Lack of self-esteem is one
their self-esteem gives them the confidence to
of the greatest myths of
open up before a group of strangers. It is the
introversion.
same student syndrome that is also reflected in
an individual's working life.
Lack of self-esteem is one of the greatest myths of introversion. Typically the
business owner will blame their introverted personality on the fact that they just
“can’t get out there.” This couldn’t be further from the truth. Introversion is just
that, a personality trait. It is not the deciding factor in who we are and what we
offer the world. If this describes you, then you most definitely need a selfconfidence boost.
Nothing will change in your business life until you have self-respect, and the selfbelief that you are as good as others. You must realize that you are not the only
one who has strong and weak points; others too suffer from the same defects. The
only difference is that the others project their strong points whereas you may
project your weak points. All that you need to do is refocus your priorities. If you
do this, you will find the elusive self-confidence.
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Knockout the Negativity: Positively Enlightening
It is amazing that we live bridled with negativity and do not even realize how
detrimental it is to every aspect of our lives. So much negativity can be loosed with
very little effort; while other nasty bits take years to clear away like a thick layer of
dust that has been petrified. Negativity surrounds us, to the point that it seems
natural.
Do not be fooled by its comforting appeal. It takes shape in so many different
ways and it is possible to identify quite easily, if you know what to look for. For
example, one of the more obvious forms of negativity is passed along very quickly
from one person to another. You have probably been responsible for spreading
this first virus on occasion. It is known as “water cooler conversation”, slander or
gossip. It seems harmless. Gossip spreads like melted butter on a roasting pig.
Another form of negativity is “bad-mouthing” either yourself or someone else.
Have you ever said, “Boy (insert your name), that was dumb of me”? What about,
“Lousy stinking driver”? (Yes, I realize that I toned the language down quite a bit
on the last one.) Have you ever turned on the television at five, six, ten or eleven
o’clock in the evening? This is a full serving of negativity in the span of an hour.
Ok, you get the idea. Negativity abounds. Now, the important question is, how do
you squelch it? It is relatively easy and nearly painless.
Take Notes
The easiest way to see just how negative you
are is by taking your favorite writing utensil
and a small (or in some cases a large) writing
pad and keep it near you all day, everyday for
at least a week.

Negativity can be loosed
with very little effort;
while other nasty bits take
years to clear away like a
thick layer of dust that
has been petrified.
Negativity surrounds us,
to the point that it seems
natural.

Listen to yourself when you talk. If you hear
any negative words seep out of your open
mouth when you are not looking, place a little tick mark on the page. The key is to
not write the actual negative words. When you physically write down the
negativity, it seeps deeper into your subconscious mind where it will take root and
continue to hold you back from greatness.
When you get to the fifth tic mark, cross through the other four before it and then
keep going. To make it more interesting, use a fresh piece of paper every day and
write down the day on each respective page. I bet you will be surprised at the
number of tic marks that you have by the end of the first day.
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Curb Your Enthusiasm
Getting it all down on paper is easy enough and sheds little blood, unless your first
page looks like one big Rorschach inkblot. The trick is to start replacing the
negative thoughts or words with positive ones. For example, an “I’m stupid”
response gets a tic mark and a retort of “I am very intelligent and deserve the
best.”
Make note of the changes after another week. What are the results?
Eliminate the Negative People and Accentuate the Positive
Do you realize how negative your friends and
Just as negativity spawns
family can be? How often have they said to
more negativity,
you “What do you mean you’re starting your
confidence draws people
own business? How are you going to make a
in.
living?” More often than you care to admit?
How do you feel when that is said to you? Does it motivate you or do you question
the plan that you have set for yourself? For the majority, it makes us doubt our
abilities to run a successful business.
Eliminate them. Yes, get rid of them. Period. No, don’t put a hit out on them,
don’t disown them, but you can limit the time that you’re around them. You can
cut phone calls short. You can tell them that you won’t tolerate the negativity
toward what you are doing.
Yes, you may lose a few “friends” but think about it. If they aren’t supporting what
you’re doing, are they really friends?
The Tides Will Turn
Think back to the days when you were standing around the water cooler and you
were complaining about the boss. Soon everyone joins in and eventually there is
not one single person who is in a good, let’s get a lot of work done today mood.
Just as negativity spawns more negativity, confidence draws people in. Who do
you admire within the community? Is it someone who is confident or someone who
is shy and afraid to speak up? People flock to those who hold their heads high.
Hold your head high, exude confidence and you will see people flocking to you!
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How to Kill Fear: What You Need to Know to Overcome It
Stare the bull in the eye, grab it by the horns, twist it to the ground and make it
beg for mercy. What are you, a matador? No. You are taking control of your fear.
Fear is nothing more than apprehension of something that you have yet to
experience or will never experience.
It seems strange that this little word has such a strong effect on people when more
than half of the time, the one thing that we fear never actually happens. People
have a fear of rejection, yet if you never step out and ask for what you want, you
will never get it.
Some people have a fear of the unknown. If it were not for people like Ferdinand
Magellan, Christopher Columbus, Ben Franklin, Louis Pasteur, Abraham Lincoln,
Rosa Parks and countless others, would our world be as it is today? It is doubtful.
Will your business make the leaps and bounds that you would like it to if you fear
the unknown?
Are you holding back on
You don’t know how that networking event will
what you think is a grand
turn out. You don’t know if your elevator
marketing idea because
speech is going to come out garbled or like
you have all the work that
you’ve been saying it your whole life.
you can handle now? Go
However, if you fear the unknown, you will end
for it! You have nothing
up holding yourself back.
to lose.
Others fear success. Why would you fear success? Is it because you don’t know
how to handle it? Jump in! Take the plunge! Enjoy the success, as it is not a bad
thing.
Are you worried that you will have too many clients and not enough time to
complete all the work? What is wrong with this scenario? Isn’t that what you
want? Are you holding back on what you think is a grand marketing idea because
you have all the work that you can handle now? Go for it! You have nothing to
lose. There are others that can help you with the work!
How do you think our lives or the lives of Donald Trump, Bill Gates, Ray Kroc or
Sam Walton would have been if these financial bastions let the fear of success get
in their way? We certainly wouldn’t have a dozen or so posh hotels and resorts in
the US and around the world. We would all be using MACs instead of eating them
and we would be shopping at the mall or small mom and pop shops instead of
getting the all-in-one convenience that most of us love.
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Fear essentially comes down to a choice. What is it that you want? Do you want it
enough to take a chance or would you rather wallow in self-pity? You decide,
because only you can.
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Goal Setting: Business Success One Step at a Time
The Cheshire Cat said, “If you don’t know where you are going, any road will get
you there.” This storybook character really knew what he was talking about. Setting
goals is one of the best avenues for finding your way down the right road.
Dream Casting
Dream your biggest dream. Make it realistic. Do not dream to make a million dollars
in the next four months, that is, unless you are on track for that goal. The essence
of dream casting is to visualize yourself already in a role. Picture yourself doing the
work that you want to do and reaching whatever financial, personal or business
goals you have.
The human brain is a very powerful thing. We have only tapped about ten percent
of its total usefulness. Imagine what could happen if you broke that standard and
started using eleven, twelve, or twenty percent? There might be very few
limitations with a mind such as that. You may very well experience a cascade of
ideas that could be the ticket to reaching your goals.
To tap into the power of your mind, you need stimulation. By the way, watching
television is not ideal stimuli. A steady stream of 40 ounces of water per day plus
either exercise, brainteaser puzzles, free
When you take the time to
writing, caffeine or a combination of any of
physically write out your
these is a really good way to start expanding
goals, you are reinforcing
the space between your ears. Test it out. You
your needs and desires for
might just surprise yourself.
your business.
Working Backwards
Once you have your dream, break it down into smaller pieces (ten year, five year,
three year, two year, one year, six months, four months, three months, two
months, one month, two weeks, one week, Monday, Tuesday, Wednesday,
Thursday and finally, Friday goals). This may sound utterly outlandish but the more
goals you have, the more you can strive for and the more you will achieve.
Written in Blood, Sweat and Tears
When you take the time to physically write out your goals, you are reinforcing your
needs and desires for your business. Our recommendation is to physically write out
your goals instead of typing them. When you physically write them, there is more
reinforcement.
Write down each of your goals and include a deadline...a realistic deadline. If it is
not completed by the deadline, re-evaluate. Did you not meet the deadline because
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it was not realistic? Did you not reach it because you are missing a piece of the
puzzle?
Check Yourself, Don’t Wreck Yourself
If you do miss the deadline don't beat yourself up. Sometimes life happens. When
you do meet your goals, take time to reward yourself for all of your hard work and
effort. Also, don’t forget to cross it off your list. Crossing items off a list line by line
results in such a feeling of accomplishment and freedom.
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T.I.M.E. Taming the Unruly Beast
Wouldn’t it be nice to sit around and work when you wanted to? How would you
like to take the kids to the park without the huge crowds? If you were blessed with
a gorgeous sunny day, wouldn’t it be nice to just go and spend the day outside?
Wouldn’t you like to drop in to your local coffee house for a nice chai and a good
book for an hour or two? Of course you would!
As business owners, we are closer to this dream than many people. When you
operate your own business you are able to have luxuries that someone in a
corporate environment just would not be allowed to have. But the reality is we
need to work to support ourselves, our families and to grow our businesses. It
does not mean that you have to work 60 hours a week and never see the sun, but
what it does mean is that you have to manage your time more effectively.
If you are able to manage your time effectively, a new world can open up to you
that before was near impossible. It means that you can give yourself and your
business flexibility to work when you need to work and play when you want to play.
Managing your time includes factoring in your client work, your own business work,
your family, friends, and most importantly time for yourself.
Each one of us is given the same 24-hour time frame to spend as we see fit each
and every day. How you organize that time depends on you.
To structure your business and life effectively you will need T.I.M.E.; Task,
Intention, Motivation and Excitement.
To structure your business
Task
and life effectively you
will need T.I.M.E.: Task,
Outline everything that you must complete
Intention, Motivation and
today, tomorrow, this week and this month and
Excitement
set a schedule that is realistic and doable.
When planning your day, do not forget about
the non-business tasks. Yes, that would include the laundry, dishes, errands, and
miscellaneous familial duties. Factor those into your schedule. If you find that you
are overwhelmed with all you have to do and your house has been the hardest hit,
consider hiring a cleaning company. You do not have to just outsource business
items. You can contract with a friend or company to run your errands, order your
groceries online and have them delivered, or use a laundry service. It is the little
things that will help you get ahead.
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Intention
Watch for the biggest proponents of time wasters! Email, chat and message
boards can eat away at so much of your time. If you are working, shut down the
messengers and the email until you finish your work (or take a break) and schedule
a time to check the message boards. The best time is in the afternoon once you
have completed your to do list. If you check the forums and message boards in the
morning, you can become easily distracted and miss the start of your workday.
Motivation
So what happens when you want to spend the day soaking up a gorgeous day?
Set a goal. Look at your to do list and see what has to be done immediately.
Figure out how long it is going to take you. If it will only take you an hour, then
say to yourself that you are going to finish the project and then go and spend some
time in the sun. If the project is going to take you a bit longer, then split the
project in half; work for set duration and then do a something for yourself, come
back and finish your project. Sometimes that little break is all we need to get up
back into the swing of things.
Set a goal. Look at your
Excitement
to do list and see what
Keep your spirits up. If you dislike a certain
has to be done
task, delegate it to someone who loves it. This
immediately.
way you can focus on the tasks that you love
to do. Keeping your energy up is a great way to get things done. If you love doing
a task then it shows through the quality of the work that you perform. Similarly,
with a task that you loathe, it shows in the lack of quality. Remind yourself what
the end result is; freedom, your family, your entrepreneurial spirit.
Managing your time is going to be a key factor to your success, do not wait to tame
the unruly beast now!
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Itching for a Niche:
Finding the Right One and Finding It Quick
Businesses owners who pursue success via fast paced business circles on the
Internet quickly find a key aspect in their arsenal of business tools is missing. The
number of business owners marketing their businesses in vain is more prevalent
than you may realize. The sad fact is many business owners pump dollar after
dollar into their business with little or nothing to show for it at the end of the
month.
Three Killers
There are several reasons these business owners are coming up empty month after
month. Three of the largest culprits are: inferior product or service, substandard
customer service and lack of an identifiable Niche Market.
While having an inferior product or service can make a business stall faster than a
757 without gas, it does not mean the business is doomed for failure. How many
times have you bought a product or used a service and then thought or even said
out loud, “I will never do that again”? Yet, you buy
The sheer numbers of
it again anyway.
entrepreneurial business
owners that are
Similarly, when was the last time you bought a
marketing their
sandwich from a fast food restaurant (and I use
businesses in vain are
the term ‘restaurant’ loosely) and commented on
more prevalent than you
the rudeness of the cashier only to return a day or
may
realize. The sad fact
two later? Customer service is sorely lacking in
is these business owners
many industries but that will not change as long as
pump dollar after dollar
people continue to frequent businesses despite
into their business with
poor customer service.
little to show for it at the
end of the month.
The third business killer coined “Shotgun
Marketing” is the most common culprit, but one
that can be avoided without much pain or suffering. This does not mean a business
cannot be successful without a Niche Market. It does mean however, a lack of
Niche Marketing can hinder the success of even the most passionate business
owner. They may have a fabulous product or service and impeccable customer
service but still come up short on connecting with the right crowd. Why is this so
and what can be done?
Target Practice
While the process of actually determining a Niche (Target Market) is a fairly simple
and straightforward process, the implementation can be a bit more confusing. In
Page 21 of 73

© 2006 Virtual Assistant Revolution www.VirtualAssistantRevolution.com

NOTE: This e-book may be distributed freely in its entirety, the contents may not be distributed separately for any reason.
If you paid for this e-book contact 25Ways@VirtualAssistantRevolution.com

VA Training, my coaching business, I have found the easiest way to coach business
owners into realizing what Niche Market is best suited for them is by guiding them
through a series of steps. The end result is a better understanding of themselves
and their potential Niche.
The first step in the process is to get an accurate depiction of what product or
service you provide. Does this bring you joy? Do you get excited when you tell
others what you do? The illustrations below show how to put this process into
effect. Understanding what brings you the most joy and fulfillment in business will
help you work through the next step.

Who Knew You Were a Guru?
Just because you like doing something does not mean you excel at it. The goal is to
find the common thread between the talents you have and what brings you
happiness. Where the two overlap, you will find your Unique Selling Proposition
(USP). That is what makes you stand out from the crowd. Your USP is what makes
your business unique. Your USP is a very powerful marketing tool.

Strong Enough for a Man
When you determine where your best product or service, your love of what you do
and your target market overlap, you will begin to clarify the direction you should be
focusing on in regards to marketing. Your USP becomes a more valuable asset as
you hone in on specifics.
This is where you begin to formulate your Niche. Simply put, a Niche can be
described as a Potential Client base. If there is a possibility a business or individual
falls into that group, then there is a good chance they will be attracted to your
product or service. If a business or individual does not fall into that group, they
would not be considered a potential client. However, that does not mean they
couldn’t use your product or service, it just means it is unlikely.
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Scratch that Niche
If you follow the plan, you should be able to identify a Niche. Recapping what I
mentioned above, the process is simplistic. It’s the work behind the process that
can be daunting. Essentially, you must think like your Potential Clients and
NonPotential Clients. This can be a long and sometimes tiresome task. It may take
hours, days, weeks, months or even years before some business owners finally
figure out their Niche Market.
Research is crucial and can shorten the time it takes to identify a Niche Market.
Your Business Plan should include a Marketing Plan. This is where you conduct
research on your Niche Market. If you are serious about your business, you need
both – a Business Plan and a Marketing Plan. The Marketing Plan examines ways of
effectively selling your services to your Niche Market. These documents are not
designed to be wall placards. Their purpose is to keep your business on track.

But Made for a Woman
In order to maximize your marketing effort, you have to understand your Niche
Market. Once you have identified the group that could or would use your product or
service, you need to pare it down to the specific groups, companies, industries, and
individuals that will likely use your services. Be specific when identifying these
groups. Why would they buy from you? How would they use your service? Why is it
important to them? What do they read? How do they dress? What is their marital
status? What is their gender? Are they animal lovers? What vehicle do they typically
drive? I am talking about doing your homework and getting demographics.
The more you define who is most likely to use your services, the better your
chances of making your business successful right from the start. Lack of funding
and poor marketing are the reasons most new businesses fail in the first five years.
Poor marketing is a result of not knowing your Niche Market the way you should.
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Swoon Them
Every marketing piece that comes from your business should be created with your
Niche Market in mind. Make them aware of just how much you know and care
about them. Make their experience with your business consistently personal and
pleasurable. Eventually your marketing will generate a pulsating, living, experience
for your Niche Market. When you entice your Niche Market with the love and care
you have for them, you can expect success.
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Get Branded: It’s Not Just for Cattle Anymore
Branding is creating a business identity that is cohesive with what a business does,
what the business is and who their target market is. To have an effective brand,
market research should be done to get the best possible picture of a business’s
target market.
To get an effective brand some minimum vital characteristics need to be identified.
•
•
•
•
•

Target Market - getting a crisp mold of who the product or service will
appeal to
Color Branding - how color effects the target market
Image Banding - how the business appears to the target market (i.e. logos,
graphics, media, etc.)
Product and or Service Alignment - making all aspects of what you deliver
match your business
Internal Branding - making all business forms, etc. match your brand identity

The purpose of branding is identity recognition.
The purpose of branding is
The heavy hitters in business spend millions to
identity recognition.
create a brand. Unifying all of their marketing
materials, paperwork, packaging, uniforms,
apparel, advertisements, etc. helps to create an identity. When companies like
Coca-Cola, Pepsi, Nike, Campbell’s, McDonalds, Microsoft, Home Depot, etc. are
mentioned most people think of that company’s brand (i.e. Nike Swish, Golden
Arches, etc.). These companies spend millions to get immediate brand recognition.
Most small to medium sized businesses do not have this kind of available capital to
create a brand and carry out marketing tactics that are comparable to the heavy
hitters. But that does not mean that brand identity is not important or that it should
cost the next five years of business profits to achieve a recognizable brand.
Who Wears Your Bulls Eye?
The most crucial part of branding your business comes from the unique likes and
dislikes of your target market. If you are in tune with how they think and feel you
could conceivably think like they do and be able to set your business up to appeal
to your Target Market.
By gauging their interests and making educated decisions about the design and
structure of your benefits package, you will begin to see a trend that puts your
business in the lime light in their eyes. Your knowledge of your Target Market is
one of the most powerful tools that you can employ.
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Colors, Colors Everywhere…
Next you will want to figure out what colors best describe the feeling that you have
decided your target market needs to have when looking at your marketing
materials. One of the biggest mistakes is choosing a color to identify your company
that clashes with the feelings of your Target Market. To help you in the search for
an appropriate color, you will find a list of colors and associations below that can be
found in the book Guerrilla Marketing by Jay Conrad Levinson (the following list is
condensed and taken from the book).
You will want to
Colors and what they can mean to your
incorporate identifying
target market in a business context:
features of your business
into your marketing
Red – aggression, passion, strength;
materials.
great accents for boldness
Orange – fun, cheeriness, warmth
Yellow – positivity, sunshine, cowardice; appeals to intellectuals, but too
much is unnerving
Green – tranquility, health, freshness; conveys status and wealth
Blue – authority, security, faithfulness; fiscal responsibility and security
Brown – utility, earthiness, subtle richness
White – purity, truthfulness, contemporary; can be refreshing or sterile
Gray – authority, practicality, corporate mentality; conservative
Black – seriousness, distinctiveness, boldness, classic; creates drama and is
a fine background color
Shapes and Colors now Flare, Oh My!
You will want to incorporate identifying features of your business into your
marketing materials. This is where your imagination will come in to play. If you
can get extraordinarily specific about what “feature(s)” of your company should be
incorporated into your marketing materials the better they will turn out.
Image Is Everything. Well, Almost
The purpose of a logo is to identify your business with a feeling. Does it make you
feel secure (Prudential’s® rock)? Does it make you hungry (McDonald’s® arches)?
Does it signify strength (IBM®)? Each of these companies took the time to make
sure that their logos represented what they wanted to say about their companies.
While some companies can get by on their name alone (i.e. Microsoft®, Nike®,
Coca-Cola®, etc.) they each have a logo which give people a visual recognition tool
that can be identified at a glance by it’s shape or color even without seeing the
entire logo. Identity recognition is a powerful marketing tool. If you do not have a
budget of $4 million to market study a great logo, the good news is you do not
have to.
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If You Plan It, They Will Come
Your first big task is to describe the feeling that you want your Target Market to
have when they look at your logo. If you can decide how you want your Target
Market to feel you can determine a basic shape for your business logo. The best
logos can be described as a basic shape, (i.e. oval, square, letters, a swish, etc.)
with a central color that is usually bold. A logo with a box shape can indicate
strength and stability while a circular shaped logo can indicate continuation and
longevity. Another shape could be an abstract design. A good example is the
Nike® Swish™ which can convey the feeling of athleticism and movement.
What About the Millions?
Now that you have a specific idea, or several
specific ideas, about what your branding
should be, you will want to get opinions from
everyone that you think fits the profile of
your Target Market. Ok, so maybe that is
nearly impossible. At least get the opinions
of those you trust to make an objective
observation and give an honest opinion of
your idea. Once you are confident that your
ideas will be successful, take it to the next
level.

Now that you have a
specific idea, or several
specific ideas, about what
your branding should be,
you will want to get
opinions from everyone
that you think fits the
profile of your Target
Market.

Make it Mesh
It should be obvious that the products and services that you offer are congruent
with what the needs are for your Target Market. While not every potential client
may use all of your products or services, it should make sense that they could
definitely use it in their business.
In thinking through what your business has to offer your client base, you should be
taking care to incorporate all of your identifiable branding into each piece. Meaning
that your logo and colors should be prominent and effectual. This can be done
through logo placement, consistent color themes and use of language. The best
products and services are those which your Target Market needs little or no
explanation to use or understand.
Eclectic Branding Is a No, No
Similar to product and service branding there is still another marketing piece that is
occasionally overlooked when it comes to brand identity and that would be your
internal forms, receipts, invoices, job tickets, tablets and any other form of paper
product or consumable. While these are not a total necessity, you should still be
conscious of the brand identity for these items.
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If ever a client or potential client were to have access to any kind of consumable,
they should be able to tell immediately that it comes from your business. While it
may seem silly to make an internal form branded, it only lends to the credibility of
your business. Take care to not overlook the small stuff. After all, it is your
business.
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The Yearn to Learn
As a Virtual Assistant, there is no cap on what you can offer your clients and what
you can learn for yourself. Just because you have mastered a subject, does not
mean that it has to end there. The rules are changing all the time. Take Microsoft,
for example. Their new version of MS Office 2007 is due to be released next year.
If you have visited their website and taken a video tour of the new product, you will
notice some pretty drastic changes to the user interface…the file bars are gone and
have been replaced with “the ribbon”. Are you prepared to answer questions from
your clients and colleagues about these changes? Microsoft’s rules have changed
and now it is time to take on another challenge.
Did you go to college? What do you apply to your everyday business life that you
learned while enrolled? What have you learned recently that you have applied to
your business? Chances are you apply more recent knowledge than anything you
ever learned in a textbook. While it is great to be book smart, as a VA we have to
rely more and more on our “street” or “tech” smarts.
The Internet is a very powerful tool. There is a
great deal of information out there; information
that you can use to better your business, your
offerings, and yourself. Use it. However, do not
get caught up in the research cycle. While
research is great, there comes a time when you
need to put your knowledge to the work.
Otherwise, what is the point of learning?

While research is great,
there comes a time when
you need to put your
knowledge to the work.
Otherwise, what is the
point of learning?

Is there a skill you can learn that would complement a service that you currently
offer? Is there something that you would like to learn to do for yourself that you
could then, in turn, offer as a service to your clients? If so, ask a colleague. There
are plenty of Virtual Assistants in the community who get great satisfaction in
teaching other VAs skills that will complement their practice. At the same time offer
this VA access to your expertise. Share and mentor each other for growth.
There is a quote that we absolutely love and it comes from a Twentieth Century
Fox Animation movie called “Robots”. One of the characters, Bigweld, coins a
phrase in the beginning of the movie that is adopted and frequently spoken by the
main character, Rodney Copperbottom. He says, “See a need, fill a need.” This is a
quote that we take to heart. It is one that you should also take to heart.
If you see a need that your client base has and are able to fill that need on a
regular basis, your business cannot help but grow. You will be sought after for the
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solutions that you provide. If you are curious as to what needs there might be
within your client’s industry, use a poll to find out or ask your current clients. They
will see this gesture as a sincere desire to help them.
The point is that when you are learning, you are growing. Do not become
complacent with where you are in your business. Learn what is important to make
your business and the businesses of your clients successful. The key is to never,
ever stop learning.
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Reduce the Noise: The Static that Confounds
Imagine typing a few words into your favorite search engine and getting a plethora
of results. You know – the 4,440,823 web sites found in 2.86 seconds kind of
results. So you click on number four (because who really clicks on the sponsored
links?) and you get a shamble of information. There are five pages of content in the
left hand menu, six pages on the right, ten links at the top and another ten pages
of content in the middle column.
You cannot see the white background because all of the black text that is fighting
to be read. The headlines run into the paragraphs that are eleven lines long and
there are links out the wazoo. It is like trying to decipher some new dynamic code
but smack dab in your face.
To top it off, the gibberish that is there doesn’t clearly state what you were
searching for in the first place. So you click the back button and select number five
on the list with the same annoying effect.
If this in any way describes your website, it
Does your website speak
may be why you have very few potential clients
to the needs of your
requesting your services from your website.
potential clients?
Ask yourself some pointed questions. First, be
clear on this, in order for you to do this
effectively, you must be willing to tell yourself the truth.
Does your website speak to the needs of your potential clients? Is it full of I am
wonderful and I can do this and that? There is nothing wrong with talking yourself
up, but those viewing your website must know almost immediately –What’s In It for
Me (WIIFM). Your website must speak to the needs of those viewing your site. If
the WIIFM is not clearly laid out, you could be losing out on those precious
potential clients that you have been pining after.
To correct the problem you will need to reduce the noise about you. Consider who
you are really writing the content of your website for, or any other marketing
material for that matter. Focus on the needs that your target market bears and quit
worrying about anyone else. I mean really, does it matter if your best friend,
spouse, mother or another VA understands what you write in your marketing
material if your target market “gets” it?
If you include a laundry list of services on your services page, another excellent
way to reduce the noise is to break them down into more manageable chunks.
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Write a brief descriptive sentence of each of your services AND SEPARATE THOSE
PARAGRAPHS. Create a link to a page that goes into the specifics.
Go into detail about what you can do for your clients each and every time. If you
can, include case studies for each of the services. While this may seem quite
excessive, if your content is written in a way that grabs the attention of your target
market, you are half way there.
A special little bonus for doing this is appeasing the search engine’s desire to
chomp on some content. Search Engine spiders LOVE content and descriptive links.
Do not be afraid to use them.
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Hocus, Pocus: The Magic of Focus
Focus can be difficult for many of us to maintain. Business owners who lack focus
and drive are headed for disaster. Even as I sit here attempting to lecture on the
subject I find myself being distracted. These distractions come in many forms from
the “You’ve Got Mail” notifications to the sounds of hammers, saws and drills, to
the ideas running through my mind. When distractions come at you, there are
several ways that you can regain your focus.
Clear Your Environment
If your desk is piled high with papers, the email dings are coming a mile a minute,
the noise (or lack there of) is driving you crazy, what can you do to create an
environment that is favorable for you?
First, turn the email off. We believe we have to handle everything right away when
in all reality, we do not. Nothing is so important that it cannot wait for a bit and if it
is, most people know that a phone call would be a better way to get a hold of
someone anyway.
The same philosophy comes to the phone. If
Business owners who lack
you are working on a project that requires your
focus and drive are
complete attention, the phone ringing may be a
headed
for disaster.
distraction. Let the machine get it and return
the call later. If it is a friend calling just to say
hello, you do not need to get that call. You can call them later and tell them that
you are working hard and trying to eliminate distractions.
Turn your instant messenger programs off. Setting yourself to invisible might not
be enough. Your distractions may not be from other people sending you messages
rather it may be from you seeing that someone you want to talk to is online and
you sending them a message.
If you cannot work because you cannot see the top of your desk, take a minute
and clean it off. Put the items you need where you can get to them easily and put
the rest away. But make sure that while you are cleaning off your workspace you
do not start working on something else you discover on your desk. Unless it is of
the utmost importance, put it away. You can come back to it later.
If there is too much noise, find a way to diminish it. Close the window or the door.
Put headphones on. Find a way to drown it out. If there is not enough noise, turn
the music on or a fan for some background noise. Avoid turning the television on if
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at all possible as you may find yourself distracted by the latest fight on Jerry
Springer.
Set yourself up for success and focus while you work on your current task. Make
sure that you reward yourself when you complete what it is that you set out to do.
Clear Your Plate
As entrepreneurs we run from task to task
“We can’t be everything to
because we rely solely on ourselves. This is no
everybody.”
way to live or succeed in business. Connnie
McVicker, of www.SignatureWorx.com, has one
of the best taglines we have ever seen…”Because Going Solo Was The Plan, Doing
It All Was Not.” Read this bold statement and really let it sink in.
We weren’t meant to do everything alone. When we first get started we feel like we
have to because we cannot afford to hire someone else. You probably have heard
the old saying “You have to spend money to make money” and for all intents and
purposes, it is true. If you are good at marketing but horrible at designing
websites, then why would you waste your time and energy on a website? Hire
someone to do it for you. Chances are if you are trying to build a website and do
not “get it” then you are not going to want to work on it at all. It will continue to
get pushed to the back burner and will never get done. You will be working on the
things that you want to work on; the things that you are good at and enjoy.
You probably have also heard the phrase “we can’t be everything to everybody”.
While the majority of us can handle the tasks that clients give to us, we may not
like doing that type of work, or we may know someone else who could do it better.
Let that work go. Find another VA who can complete these tasks for you and then
you can focus on what you want to do and like to do while still keeping the client
happy.
If you decide that you want to expand your business but do not have the time to
implement a new service, find someone who can aid you in reaching your new
goal. If you want to send out a press release but do not have the time to write one
or submit one, hire a VA to do it for you.
It all goes back to what we preach to our clients, “You can’t afford not to work with
me. A VA saves you time and money when you look at the big picture.” Are you
following your own advice and practicing what you preach? When you release work
to another VA, not only are you helping the VA out, you are giving yourself the gift
of focus.
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Clear Your Mind
Many of us, because we are entrepreneurs, think big. We do not know how not to
think big. We do not know how to turn our minds off and often find ourselves
thinking about our next move when we have yet to complete what we have already
started.
When you get an idea,
When you get these revolutions in your
write it down. Create an
head, it is very easy to get sidetracked. We
idea notebook and keep it
tend to stop working on project A to
handy.
brainstorm about project B. We are so
excited about the brainchild that we have just conceived that we are no longer
interested in working on our current project. This is a vicious cycle to get caught in
but it is one that you can escape.
When you get an idea, write it down. Create an idea notebook and keep it handy.
For some, it is a simple spiral bound notebook and for others it is a program such
as Microsoft One Note or Word. What ever it is, know where it is at all times. Write
the idea down, hash out a few thoughts, and put it away. Go back to what you
were working on and use the new idea as a reward for finishing your current
project.
When you are ready to start the next project you will have a notebook filled with
ideas, compiled over time, and the ammo needed to create your next big success.
No matter what you choose to work on, whether it is client work, the back end of
your business, or a new product or service, you have to have focus. Focus or lack
there of, will make or break you. Determine in your mind what you are going to do,
whether it is right now, or in the future, and go for it. Use the ideas mentioned to
help you reach your goal.
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One of a Kind: Why Uniqueness Is Your Trump Card
With the advent of a new industry there is an overwhelming sense of fitting
yourself into a mold that already exists. The purpose that this scenario supports is
the old adage of not reinventing the wheel. While this process of thinking is
normal, and sometimes necessary, there comes a time when fitting in the mold is
no longer a benefit.
This is the current state of flux that is the Virtual Assistant Industry. The newer
VAs emerging are taking the mold of seasoned VAs and duplicating it by way of
structure, service offerings, design and content. While some of that is
understandable, taking a design or content is never ok unless permission is granted
first.
Aside from the obvious (plagiarism and theft) there is another reason that being a
“cookie cutter” can be devastating to business - the overall life of your business will
suffer due to the lack of originality. Each new VA has to start somewhere, but
starting from being unprofessional and reproachable is never good to any
successful business.
On the other side of this subject, which is not so dreary, we will take a look at the
blessings that come from being unique.
Sometimes referred to as a USP (Unique
Utilizing your uniqueness
Selling Proposition [or Perspective]), being
will help your business
unique will ultimately play out well when used
when you start any kind
as a trump card or one-upping the
of PR campaign.
competition. Examining your business from
the standpoint of being unique you will find a plethora of effective marketing
benefits that will make you shine like a sapphire in a wade pool.
The Public Eye
Utilizing your uniqueness will help your business when you start any kind of PR
campaign. What becomes newsworthy is not that you operate a one-person
business but that you have something unique to offer. Being unique is
newsworthy. Let us examine this a bit closer.
Two parallel businesses open, they both are Virtual Assistants (VAs); they both
offer the same services and their rates are the same. Here is the difference. One
VA has the cookie cutter image whereby they appear like all of the other VAs out
there on the World Wide Web. Nothing makes them “pop”. There is no flare and
no uniqueness to them whatsoever. Even their name is humdrum. The other
“specializes” in their target market and has written numerous articles or white
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papers about what they do in a non-promotional way. Their name stands out from
the din. You can tell this one is intent on not being one of the fish in the sea but
THE fish in the sea. So, whom do you choose?
There is no question about who you would choose is there?
Stand out and set yourself apart from the rest. Who says that you cannot write a
book about something in which you are an expert? Sure it is tough to get a
newsletter off the ground, but what is stopping you from implementing it now? Do
you seriously believe that you have nothing whatsoever to write about?
Just because you put a website up and hang out the open sign does not guarantee
you business. The days of “if I build it, they will come” are over, pure and simple.
The key is to make them come. Make them seek you out because you are the
best; because you are unique and can service them in ways other simply cannot.
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Will You Marry Me? A Courtier’s 5-Step Guide to Networking
Imagine this, you walk into a crowded room, the music is good and you start
looking around for that special someone. After a few minutes of intent searching,
you finally spot the one who makes your heart flutter. You saunter through the
other people who are bumping into you from all sides and sidle in front of your
potential lifelong partner.
You pause for a moment as you gaze into her eyes. The world around you slows
down and the music becomes a low thumping, so much so that you barely even
notice its existence…the chatter around you fades away. You have your prize’s full
attention as you part your lips slowly and begin to speak. You coo the words, “Hi, I
noticed you when I came in and I just wanted to know if you would marry me?”
The entire world comes to a screeching halt, and the one that you’ve set your
sights on has left a cloud of dust right where she was standing not a moment ago.
You are so astonished, that you take a step back and evaluate what went wrong.
You identified who she was, you approached
her, you got her full attention and you asked
her for a long-term commitment. What
happened?

We tend to forget that
courting a potential
partner is much like
courting a prospective
client.

This scenario sounds ridiculous. Having never
met someone, you would never walk up and
ask her to commit to a relationship that way. It is preposterous, outrageous even!
Then why does it happen so often in business?
We tend to forget that courting a potential partner is much like courting a
prospective client. It takes time to get to know someone. Most businesses are not
into the Wham-Bam, Thank You Ma’am mentality. They do not want to deal with a
fly-by-night establishment. They want a long-term, committed relationship, yes.
But it is a process of familiarizing themselves with you and vice versa.
Step 1. Identify Your Target
Before you can begin to build a relationship with a potential client you have to
know what characteristics you most desire in a client. Do you like deadlines, bigthinkers, soloprenuers, not-for-profits, clients who travel, etc.? Make the distinction
clear as to what you will accept in a new client and what you will not.
As a business owner there should be qualifying factors that make a potential client
appealing to you. This is also known as your target market’s demographics. The
Page 38 of 73

© 2006 Virtual Assistant Revolution www.VirtualAssistantRevolution.com

NOTE: This e-book may be distributed freely in its entirety, the contents may not be distributed separately for any reason.
If you paid for this e-book contact 25Ways@VirtualAssistantRevolution.com

clearer that you can get about who is ideal for you, the better you will be at
spotting the ideal client from “across the crowded room”.
Step 2. Approach the Target
Remember, you are not moving in for the kill. It is not 2am, they did not just
announce last call, and you are not going home alone. You simply want to make
the introduction. There’s nothing wrong with approaching the target, offering your
hand and saying, “Hi, I’m Mary Smith with Smith Virtual Assistants, and you are?”
Not hard is it?
99.9% of the time your hand will be taken and you will get a response.
Step 3. Get Your Target’s Attention
There are many ways to get attention. Let us
Remember, research
find the best way with your target. Just as
indicates that it takes nine
you would not walk up to someone and plant
“touches” before a
a kiss on them, you do not want to gain
relationship is formed.
attention with an “in your face” attitude.
Why not start with a simple question such as, “Brian, let me ask you a question.
What would you do with an extra week this month?”
Make Brian think. When he comes back to you and says, “Well, I would take my
wife on a date, I would play golf, and I would spend some time with my kids” give
him your card and say, “Brian, I can give you that date with your wife, the time to
play a round, and some time with your kids. I am a Virtual Assistant and my main
goal with my business is giving business owners more time in their day by taking
care of the back end of their business. Might I ask how much time you spend on
the back end of your business each day?”
You are looking for 2 hours or more. When the target says 2, you’ve got ‘em! Two
hours a day is 10 hours a week, and a week out of their month!
You’ve just got your target’s attention without turning him off.
Step 4. Build a Relationship
And here comes the fun part…building your relationship. New relationships are fun
and exciting. Remember one of yours? What did you do? You got together to eat,
you sent little notes, and you talked on the phone. It is no different in the business
world.
Ask your target if he would like to meet for coffee. This would allow you to get to
know more about him and give you the opportunity to let him know more about
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you. Drop him an email, or better yet, stick a hand-addressed card in the mail. It
goes a long way; further, than you might think! Or call him on the phone just to
touch base and follow-up. You can find many reasons for a phone call if you think
about it. Do you have a question that your target can answer because it is his
specialty? Do you have someone that you can refer to him? How about just
picking up the phone and letting him know that you enjoyed speaking with him and
that you’d like to get together for lunch.
Remember, research indicates that it takes nine “touches” before a relationship is
formed. This means you need to get your business in front of your target more
than once if you want to build a lasting relationship. You’re not looking for a onenight stand.
Step 5. Get the Commitment
The “C” word…commitment. On the business end, it is not quite as scary but it is
just as important. Once you build the relationship, you are going to find the
commitment either in a client or with someone who may not need your services but
is your biggest fan. Your relationship is now sealed and you have to take an active
role in maintaining it as well.
Seal the deal; close the sale.
The contract waiting to be signed in your planner is just as intimidating as the ring
in the pocket. When is it the right time? How do you ask? If you want it, go for it!
The worst thing that will happen is that she will say no, and surely you have heard
that before. You have nothing to lose by asking.
If she says no go back to courting the target, and remember, there are other fish in
the sea!
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I’m Great, You’re Great: Align Yourself with Greatness
In the world of business you hear the words merger, partnership, co-op, joint
venture and strategic alliance being tossed around like a salad. The words are
typically stuck between two business names like they were created side-by-side or
are owned by the same savvy executive(s). But what are they really and what
good can they do for the independent business owner or entrepreneur?
Frequently, especially with banking institutions, two companies with prestige and
power will combine to form a much larger company. This “merger” is usually for
the benefit of the bigwigs who end up making millions from the strategic joining of
the two companies and the larger of the two becomes the head of the new
business. Occasionally it will provide benefits to the employees and sometimes to
the consumers. There is usually a ton of press involvement to aid in comforting the
downtrodden, typically the employees and the consumers, because it means major
reconstruction and the big, bad “C” word. Change.
Partnerships are usually the combined forces of two or more companies who join
together for a short period of time to serve a certain purpose. More often than not,
a partnership is created to benefit the
Partnerships are usually
consumers, but it is done in a very public
the combined forces of
way, enlisting the press to shine light on both
two or more companies
companies making them individually much
who join together for a
stronger than they were before the
short period of time to
partnership.
serve a certain purpose.
When dealing with a co-op, you will
experience several small owners who have joined forces to create a larger business.
Each owner typically has the same input and persuasiveness as the next owner so
that ownership is equal. The results that can be expected from a co-op are very
beneficial to the consumer because each owner has as much on the line as the next
one.
When two or more companies in the same industry (but not always) combine their
expertise or take the same risk for one goal in mind it is called a joint venture (JV).
The companies stay intact and are not merged together, as they still operate on
their own. It is common for a JV to be an expensive endeavor. However, the
results that it can generate are superior to what each could accomplish on their
own.
Similarly a strategic alliance is two companies who combine expertise on a specific
topic while each maintains ownership. Owners maintain ownership of their
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respective businesses. The difference between the JV and the Strategic Alliance is
present when the companies are not in or serving the same industry and by the low
to no cost of creating the alliance.
While all of the afore mentioned “teams” have an appeal to a business owner,
finding the right one is not that difficult to ascertain. JVs and strategic alliances are
among the most popular for entrepreneurs to engage in and can multiply their
respective businesses fairly quickly.
Aligning yourself with greatness pays off. You
may at first feel like you’re riding the proverbial
coattails of others and, in all honesty, there is
nothing wrong with that as long as you are not
taking advantage of the situation.

Partnerships do not have
to be two business owners
who are in similar places
in their businesses.

Joint ventures, strategic alliances, co-ops or whatever you would like to call them
start off with networking. It is a matter of getting to know someone and seeing
how they operate. Is he/she the kind of business owner that you would like to be?
If you answered yes, then it’s time to start forming a relationship with him or her.
How can you help one another?
Partnerships do not have to be two business owners who are in similar places in
their businesses. Some of the best partnerships have formed in the VA community
between a VA who has not yet launched her business and one that’s been around
the block a few times. It’s a matter of finding someone who complements you and
vice versa.
The key in all of this is identifying the “right” business to join forces with. The
connection between the two (or more) should be profitable and should provoke
greatness.
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Demand Respect By Respecting Yourself
Demand sounds so negative but the fact of the matter is, if you don’t demand
respect from the get go, you won’t get it, and if you do, it will take you longer to
back pedal.
As a virtual assistant, you don’t work for anyone but yourself. You don’t work for
your clients, you work with your clients to help them better their business, take
work off their plate and give them time back; time that they just couldn’t find
before they found you.
Start with respect from the very first conversation. Most of us offer a consultation
to see if we will work well together so while they are asking questions of you take a
moment and tell them about your business. What hours do you work? What is your
turn around time? What are your payment terms? Tell them all of these things. If
you have a specific business development day, tell them when it is and tell them
why you have implemented it. This will show them that you are serious about your
business.
After you have signed the client, send a little
welcome kit that includes a letter letting them
know how much you look forward to partnering
with them and again explain your hours of
operations, turn around time and any other
pertinent information that you feel they need to
know.

If you set boundaries with
clients in the beginning of
your partnership the
respect is set from day
one.

But even though you clearly define these items, you’re still going to have a client,
or two, that doesn’t “get it” and will continue to call after business hours, ask for a
project to be completed in less than 24 hours, or expect you to work when you
normally don’t do client work. There are a few ways to battle this without being
rude and by setting your boundaries.
If a client calls after business hours, don’t answer the phone. This can sometimes
be difficult in the beginning. As virtual assistants, we love to help others in their
time of need. Simply don’t answer the phone. If you do, you’re telling them that it
doesn’t matter what your business hours are. The following business day return
their phone call and state that you’re sorry you missed their call and restate your
business hours.
When a client calls and asks for a quick turn around, state to them that you will be
able to handle the project and do one of two things. Remind them about your rush
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fee, because you’ve already arranged your schedule for the day, or tell the client
when you can have it done. Most times, they are not your only client, but they
think they are because of the level of service that you provide and because being
virtual means that you are not right there in their office with them.
For argument’s sake let us assume that your turn around time on a certain type of
project is three days. You may have a client who calls you during working hours on
a Friday to inform you that they have a project that they need returned on Monday.
They might think that this qualifies as a three-day turn around project. You will
need to politely inform the client that you do not work on the weekends and the
earliest that it can be completed without incurring rush charges would be
Wednesday.
This could have been easily avoided if your boundaries were clear from the
beginning. Because you did not inform your client of your boundaries, you must
now educate them about your policies without upsetting them.
If you set boundaries with clients in the beginning of your partnership the respect is
set from day one. Your clients want to work with a serious business owner as well,
and that’s exactly what you’ll be showing them.
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Jack of One Trade: Become the Expert
Seth Godin, creator of Squidoo and noted author of several very popular books,
states that, “everyone is an expert about something.” If you think about it, there is
a lot of truth in this short, powerful statement. Do you have children? Do you
realize that the moment a woman gives birth she becomes an expert on the subject
and feels the need to share her experiences with every pregnant woman she comes
across? What makes her an expert on the subject? Nothing – other than the fact
that she sets herself up that way when she begins the conversation with someone
she meets. She has the “been there, done that, bought the t-shirt” attitude.
What are you an expert in? What do you excel in? What can you bring to the table
to share with your visitors, potentials and clients? Setting yourself up as an expert
shows your potential clients and those around you why they should listen to you
and what you have to offer.
An expert exudes confidence in a specified
As you grow and evolve
subject matter. They do not just tell people
you will soon see the
that they are an expert, but rather they show
rewards
of positioning
them. Experts are niched, write white papers,
yourself as an expert.
extend offers to speak, and write and/or share
their knowledge (without giving away the
farm). The list is endless of what they do to promote themselves as an expert.
What can you do to set yourself apart from the crowd and be seen as an expert in
your specific subject area?
Get Niched
What does it mean to get niched? Being niched means that you have or offer a very
specific service or you service a very specific Target Market. When the services that
you offer are very specific to one or more industries and tie to them like linked
puzzle pieces, your services are niched. In the same manner, when you have a
clearly defined Target Market where you offer services that are “paired”
exceptionally well with that Target Market your business is considered niched for
that Target Market.
Write White Papers or Articles
When you have knowledge on a topic, spell it out using a white paper or articles. A
white paper is a very detailed “how to”, explaining everything clearly. Think of it
more as technical writing, the nuts and bolts. Articles are more of a specific topic
with a generalized “how to” that explains the overall reason, theme or topic without
highly detailed instructions.
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Speak at Live Events
As an expert you may occasionally or regularly be speaking on the topic or topics
that you are known for. Traditionally, you would have to marketing your business
pretty hard to get to the point where people were calling to invite you to speak.
Give Teleconferences
Similar to live events you may be speaking on one or a few regular topics. The
frequency of teleconferences depends on whether or not you are setting them up
for yourself or if you are invited to speak for someone else’s teleconference. If you
are setting them up, you can make them as frequent as you desire.
Produce E-courses
An e-course is typically a series of classes delivered via e-mail. They are usually
focused on one type of subject matter like “How to Market Effectively Using
Podcasting” or “Learn How to Best Utilize Your Website Copy” and the topics range
from business to personal.
Talk the talk and walk the
Distribute E-zines
walk. Read everything you
can, positive and negative
Online E-zines, Newsletters, eNewsletters, or
on your subject matter...
online publications are very similar and
occasionally the names are somewhat
interchangeable. While the technical definitions vary from source to source, our
definitions are as follows: an e-zine is a monthly broadcast of written content with a
high graphical display; a newsletter or an e-newsletter lacks the high graphical
content; and online publications are a high content driven periodical similar to a
newspaper or magazine. The key is to have a distribution list and promote it to
your target market.
Talk the talk and walk the walk. Read everything you can, positive and negative on
your subject matter so you can keep abreast of current happenings, facts, opinions
and findings. As you grow and evolve you will soon see the rewards of positioning
yourself as an expert.
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The Ripple Effect: Raise the Standard
Standards are set. You live by them. But do you have to live by them forever? Can
you rewrite them? Are you allowed to raise the bar?
Here’s your permission to raise the bar. With whom do you want to work? Do you
want to work with the movers and the shakers? Do you want to work with clients
who make six figures? Why can’t you?
We all have a definition of “standard” in our lives and our businesses. When we
start making more money, our standard of living changes. Think about it! There
may have been a time when you weren’t allowed the luxury of broadband,
unlimited long distance or filet mignon. As we grow and evolve mentally or
monetarily, our standards change as well.
Your business can be the same way. As you grow and evolve, you can raise the bar
with regard to your professionalism, your expertise, your value, and the clients you
take on, what tasks you perform and how you work overall. It is all up to you. The
key is to not let someone else set the standard for you but to strive to make the
standard higher for everyone around you.
As a business owner you call all the shots,
You did not start your
including setting your standards. If you are not
business to settle for
happy with your current situation, change it.
something substandard or
You did not start your business to settle for
mediocre.
something substandard or mediocre. Start
small! Perhaps re-evaluate your purpose, your
goals and your mission statement. Do they line up with where you are now or
where you want to be in the future? If not, then change them to something that
you can stand behind. Tack your goals and your mission statement on the wall;
read them everyday and write them five times everyday until they seep into your
subconscious mind.
When you evaluate new clients, make sure that they measure up to your standards.
If they don’t, refer them to another Virtual Assistant. Never be afraid to turn a
client away who isn’t up to snuff. To quote Pretty Woman, “I say who, I say when,
I say how much!”
To raise the standards for those around you, you must be in a position of impact.
You will need to interact with the local, National and International media. Writing
press releases will get you noticed and begin the process of raising the bar, as will
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the articles that you write and submit to higher profile publications. Getting
interviewed by media outlets will also begin to temper the water.
Get involved with your peers and start to lead discussions and training programs,
serve on committees, and volunteer to assist other organizations. What you will
eventually see happen is a gradual inclination for you to be selected for positions of
larger import. You might be asked to be a moderator of a forum, to lead a class, to
chair a volunteer organization or to provide some other valuable input. As you
continue to involve yourself, mentoring opportunities may open up and the
credibility and expertise that you lend to your given circumstances will grow with
each new endeavor.
You, however, cannot live
by the new standard.
As the cycle continues, the impact that you
Otherwise the system will
make becomes broader and more pronounced.
begin to fade.
Your sphere of influence will encompass more
than you know and your position as a leader
will solidify. The influence that you possess at this point will give you the ability to
set the new standard.
You, however, cannot live by the new standard. Otherwise the system will begin to
fade. You will need to live and operate above the standard in a newer and more
substantial role for you, your business and your peers.
Take the opportunity that is given to you each day to raise the bar. Manage
yourself and your business at a consistent pinnacle. Strive for a better industry.
Most of all strive for a better you. The rest will come.
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To the Extreme and Beyond: Be Remarkable
Defined in the dictionary, “remarkable” means being worthy of notice. Being good
enough just doesn’t cut it anymore. Too many business owners are good enough;
so what will set you apart from the rest? What will you do to make your business
shine? It is time for you to be remarkable.
Do you think it is enough just to be a great Virtual Assistant? Is being just good
enough a true testament to your abilities? Is it serving your clients the way that
they ought to be served? In the grand scheme of things how could you possibly
have time to be remarkable? The better question could be, “How can you afford
not to be remarkable?”
So what are some ways that you can be remarkable? What kind of customer
service do you offer? Is it stellar? What are your value added services? Are you
sending a thank you for a referral? Are you sending random gifts just to say, ”I
appreciate your business?”
What are you offering on your website to
Take some time, evaluate
potential clients? Are you showing them
your current methods and
how you’re different from the rest? Do you
transform them into
tell them not only your background and
something remarkable.
qualifications, but also the remarkable
benefits that you provide should they
choose to partner with your business? Are the benefits written in a way that lets
potential clients know that you really understand their needs and wants? What
about feeding the desires of your clients?
More often than not, you can go from just being good enough to being remarkable
in just a matter of minutes. For example, along with the list of places to where he
wants it submitted, a client sends an article to you to submit online. How wonderful
it would be if you were to submit the article to extra databanks that he had not
considered. Then on top of that, you added it to his website without being asked.
Because you are remarkable, you know that that is what the client is going to ask
you to do next, so why wait to be told. Just do it.
Let’s say that you meet new prospects at a networking event and you are pretty
confident that they will not be a good fit for you and your business. Do you follow
up with them or do you simply file away their business cards? What is the
remarkable answer? You send them a personal note to let them know that it was
great to meet them. Not a form letter, not a canned email, but rather a real, handwritten note. I can guarantee you that they will not receive many of these, if any
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at all. You just told them “I am remarkable”, and they realize it, too. Who do you
think they will remember?
You could go a step further. After speaking with the prospect at the event, flip
over his business card and make notes about what you heard him request. Even if
he did not come right out and say, “Boy, I wish that I really had access to “X”
because it would make a huge difference in how my business operates!” With this
tidbit of information, you can then add a section to the personalized letter that
provides the prospect with the very thing that he desperately wants. And you are
giving it to him because you are such a valuable resource!
Reevaluate your marketing materials. Does the content on each marketing piece
reflect how remarkable you are? When speaking to a client or potential client are
you in tune with what he or she is really asking? Are you just hearing what he or
she says or are you really listening and anticipating his or her needs? Are you
proactive in providing stellar service? What are you giving away?
From the questions and examples above, you can see that being “good enough”
is just not good enough anymore. Take some time, evaluate your current methods
and transform them into something remarkable. Is there just one thing you can
change today from so-so to remarkable?
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The Art of Saying No
Misdirection – Answering Without Answering
As Virtual Assistants, we are “helpers” by nature. That is why we chose this
profession, correct? Overall, we thrive on organizing and making the lives of our
clients easier. It is inevitable that when around others, whether it be at a PTA
meeting, soccer game, networking event, etc. the conversation typically shifts to
what each of us does for a living. It is a typical icebreaker in an otherwise awkward
conversation about nothing.
Those we come in contact with are immediately intrigued that we run our own
business. After all, we are working from home, working for ourselves and appear
happy and confident. When they see the joy and excitement on our faces, those we
come in contact with want what we have. Nearly everyone has a deep desire to be
independently wealthy. Sometimes, however, those same people can drain your
time and energy by giving you their resume or asking you to explain the complete
process of starting a business so they can do it as well.
If you only have a brief moment to convey the
You are in business to
complete business in a box – every single
make a profit. You live
resource on how they can start their own
and die by the sword.
business, complete with business structure,
office machines, technology, marketing
strategies, value added services, landing clients and customer service – you could
point them toward several VA Training organizations to help them. Because, let’s
face it, your time is a valuable and precious commodity.
You could say something eloquent like, “I am so glad that you asked how to start
your own business. There is too much for me to inform you of in the little time that
we have. However, I would love to tell you where to find out more about a few of
the top organizations available to aspiring VAs. They are www.VATraining.com and
www.VirutalAssistanceU.com to name a few. Check them out and select the one
that best suits your needs.”
Think Before You Speak – The Back Pedal
In another scenario you begin making friends with those you come in contact with
or perhaps the PTA asks for volunteers and before you know it your hand shoots up
in the air. The next day you cannot believe that you volunteered…yet again. Where
will you find the time? You couldn’t possibly say no to helping out a friend or a local
organization.
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Why not? It’s okay to say no. You are in business to make a profit. You live and die
by the sword. If you are caught up in non-billable work, what happens when the
client work picks up? Something has to give, and chances are it will be the work
that you are not getting paid for.
That puts you in another dilemma. You have promised to get this work done, and
because you no longer have the time, you have let someone else down.
Volunteering or showing your stuff for free is often a great way to get your name
out there when you are just starting out. It is a great way to get people talking
about you. But there are times when you have to learn to say no.
You might want to try saying, “Mrs. PTA Chairperson, I volunteered for the X
position and as it turns out, my business is growing so fast that I am not able to
fulfill that obligation. Tell me, whom do I need to update with the progress that I
have made on what I am working on? When time allows, I would be happy offer
my time in a limited capacity.”
Turning Down Client Work – The Gracious Refusal
As your business expands and you are able to do the kind of work that you really
started your business to do, you will experience two unique situations. The first is
when a current client automatically puts work on your plate that you dislike doing.
While to a new VA in the business this might
sound appealing, it is essentially an insult. If
a client assumes that they can just give you
work that you dislike they are stomping on
your entrepreneurial toes, so to speak. They
are placing you in the role of employee not
partner.

Saying “No” is a
wonderful thing as an
entrepreneur. Sometimes
it hurts and other times it
is a welcome relief. Just
keep in mind that there is
nothing wrong with
saying no.

A way to handle this situation could be by
politely explaining, “Joe Client, while I
appreciate your willingness to relinquish tasks and your trust of my capabilities, this
most recent task is not something that I offer as a service. If you like, I could
subcontract this work out or find another VA who specializes in this kind of work
and provide you with their contact information.”
You might also have the luxury of turning down potential clients either because
they do not fit your ideal client profile or because your business may be at capacity
and you are unable to take on any more work. This particular “No” may be the
most rewarding “No” that you ever speak. It means that you have successfully filled
your business and now must turn away work.
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It is best to leave this one open ended so as to not discourage any other potential
clients from darkening your proverbial doorstep. Keep it light and friendly. Try
saying something similar to this, “Joan Potential Client, I really appreciate your
interest in partnering with my business. However, at this time we are at capacity.
We will be adding some team members soon and will be able to partner with you at
that time. May I keep your information on file for when that happens?”
Saying “No” is a wonderful thing as an entrepreneur. Sometimes it hurts and other
times it is a welcome relief. Just keep in mind that there is nothing wrong with
saying no.
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Let It Roll Like Water Off A Duck’s Backside
Everyone makes makes a mistakes. (See what we mean?) Whether you are brand
new or you have been around for years, you will make mistakes. It is one of the
very few ironclad guarantees in life, aside from taxes. At the very least you will
make one mistake this week.
If you are a man AND you are married, you might as well not even try to keep an
accurate count. You will run out of your allotted mistake limit before you are even
finished reading this article. The worst part is, you will not remember making the
mistake or even know why the mistake was your fault.
All joking aside, when you are running your business and you make a mistake, the
best thing to do is let it roll of your back and think of your mistakes as a learning
process for future growth as well as growth in the now. You would be hard
pressed to avoid making mistakes. This is especially true for marketing your
business.
Do not constantly remind yourself of the
It takes a true person of
mistakes you have made in the past.
character to admit they
Remember Thomas Edison, the inventor of the
have made a mistake.
light bulb? Did you know that he “failed” more
than 2,000 times before his creation actually
worked? He actually boasted on more than one occasion that he knew over 2,000
ways not to create a light bulb.
The point is that making the mistake is not the “Biggest” mistake that you can
make. Huh? (Yeah, I know it sounds like double talk, but follow me on this.) The
“Biggest” mistake is to not learn from them. If Edison kept making the same
mistakes over and over, you may not be reading this article (assuming that it is still
in digital format and not printed). If it were not for Edison, we may not have ever
written this article. Think about that!
When your mistakes affect your client’s work, do not be afraid to own up to them
to your client. When you swallow your pride and fess up, your client will gain a
newfound respect for you.
In today’s world, there are many who will pass the buck or make excuses as to why
the mistake was made. It takes a true person of character to admit they have
made a mistake. Additionally, the best leaders are the ones who take the blame for
someone else’s mistake.
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This is not a license to stake a claim on every nit picky thing that may occur
between you and your client. In fact, claiming ownership of every mistake that was
made, even if you were not the one who made it, can have the opposite effect.
You might be viewed as weak, a pushover, “brown noser” (for lack of a better
term) or just plain incompetent.
Think about it this way. You do not have a time machine. You cannot go back and
undo the mistake that you made. What is the point of stressing over it? Pick up
the pieces, learn from it, make it as right as you can and move on. As a Virtual
Assistant, wasted time is wasted money and no one is paying you to worry about
something in the past.
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You’re Fired! Letting Go of the Client that Brings You Down
Letting clients go can sometimes be a frustrating experience, and a joy at the same
time. While you may like and respect your clients, they too need to be respectful
of you. Remember that you are operating a Virtual Assistant Business not a
daycare.
As a business owner, you get to choose with whom you work and with whom you
do not. In some instances, a letter may be the most effective. Others prefer the
telephone for these conversations, as it is less likely to come back and bite you (if
they become vindictive).
Regardless of how you choose to handle the situation keep these five items in
mind:
1. Clearly state that you do not feel that
the communication is effective, and that
to avoid further complications you will
need to extricate yourself from the
situation.

Be firm and stick to your
guns. Don't cave just
because you like them.

There’s nothing wrong with letting a client know that you are not well suited
for one another. We all operate differently and that is what makes the world
a wonderful place. We are not going to mesh with everyone that we
encounter.
2. Tell them where there may be other issues.
Be honest with your client. Perhaps they do not realize that they are
condescending or that they are all over the map when they are delegating
work. If you bring the situation to their attention, they may look at what
they are doing and attempt to better themselves, to either rectify the
situation with you or to make it easier on the next Virtual Assistant they
utilize.
3. Be firm and stick to your guns. Don't cave just because you like them.
It is so easy to “go easy” because you like someone. What happens when
they are your biggest fan and have referred additional business your way?
Often times we are hesitant to let these clients go because of the work that
they bring to us. Just because the partnership is not working between you
and your client, it does not mean that they cannot still promote you.
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It is all in how you handle the situation. Just because it does not work out
between you and your client, it does not make you any less of a Virtual
Assistant. Remember that, when you are having the conversation with your
client. You are a business owner.
4. Recommend another VA who may be better suited to handle the barrage of
issues. Occasionally a newer VA with fewer clients (or no clients) would
gladly take on a "difficult" client and be better able to deal with the situation
than someone with a full client load.
When you offer the name of another
Virtual Assistant you are letting your
client know that you are not attempting
to leave them “high and dry” and that
you want to make sure that their needs
are being met.

There is an old saying,
"You catch more flies with
honey than you do with
vinegar." The same is
true for dissolving a client
relationship.

5. Most of all, be gentle. There is an old saying, "You catch more flies with
honey than you do with vinegar." The same is true for dissolving a client
relationship. If you are sour about it, the conversation can become a
spitting match of who was wrong and who was right. Be kind, be
compassionate (you are hurting her business by backing out), and be
assertive for your own sanity.
If you are hanging on to a client because you do not want to face the situation, you
are only hurting yourself and your business. If you are tolerating this client, this
puts a strain on your business.
Once you decide to let a client go it will feel like the weight of the world has been
lifted from your shoulders. You will once again be a happy business owner.
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Be The Bigger Person: The High Road To Rightsville
When life gives you lemons, make lemonade. When life gives you tomatoes, make
pasta sauce, ketchup or a really nice marinara. The test of rock solid character is
standing in the sea of adversity and not budging when the waves of scorn pound
against you.
There are always going to be issues that crop up in life, such as tiffs with
colleagues or even family members. Most are unavoidable. For the rare cases
when you have an opportunity to hold the stick instead of being beat by it, choose
to lay it down and walk away. Rather than taking part in beating the horse dead,
choose to not participate at all. It can be difficult, especially when you feel like you
deserve to deliver a few really good whacks for spite or good measure. You will
come out with pride that you did not partake of the forbidden fruit when guilt
would normally ride in.
When you find yourself on the opposite end of the stick wearing a few nice stick
shaped shiners rather than retaliating with a few swings of your own, dismiss your
self from the situation. Do not let the other party take advantage of your selfesteem. The most important thing you can do is keep a cool head and handle the
situation with the utmost integrity and respect.
For the rare cases when
First, stop and analyze the situation and wait at
you have an opportunity
least 24 hours. The worst thing you can do is
to hold the stick instead of
spout off in anger. If, after your 24-hour
being beat by it, choose to
cooling off period, you still find yourself
lay it down and walk
seething in anger, wait another 24 hours, until
away.
you are calm and rational enough to approach
it with a fresh perspective. If you cannot deal
with the situation without anger spilling out every pore in your body, you might be
doing nothing more than adding fuel to an already raging fire.
Second, after your cool down period, ask yourself if you are at fault? If so, admit
to your faults and rectify them. You may need to take the situation to a third party
that does not know the parties involved. Do not say, “Listen to what happened to
me.” Present the situation in a hypothetical situation or say that it is a situation
that a friend is in. Ask for the person’s opinion and how he/she would handle the
situation. As previously stated, if you feel that you are at fault, make it right. If
you are not at fault, then do not continue to dwell on it. Know that you did the
right thing and move on, head held high.
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Third, don’t play the, “He said, She said.” game. You will find that this game has
no winners. While it is in everyone’s nature to gossip, it has no place in your
business. Playing this game rarely ends with you feeling good about yourself.
Plus, people retain only about 10% of what they originally heard to begin with and
fill the gap with their spin on the topic, so you might not be dealing with accurate
information to begin with. The fact of the matter is, it has to stop somewhere so
let it stop with you. Make the promise to yourself that you will cease talking about
the situation to friends. The more you talk, the more other people talk and it never
goes away.
Last, take the high road and be above reproach. Remember, what goes around
comes around. This is true for the good as well as the bad. Surround yourself with
a positive atmosphere by being positive and encouraging. Eventually people will
feel uncomfortable sharing negative junk with you and you will be kept out of that
loop.
Last, take the high road
As a leader or hopefully a leader to be,
and be above reproach.
accepting the blame where appropriate is a
Remember, what goes
phenomenal way to earn the respect of your
around comes around.
peers. It is also an open invitation to be jeered
by “the other crowd”. Think of it in political
terms. You have two candidates, both leaders in their respective parties. I know
you have seen the jabs that each take at their opponent in radio and television ads,
and some even go so far as to take it to a telephone campaign. You will also see
most all politicians address the accusations being made against them. But we all sit
here and say the same thing. The fact of the matter is that we all have skeletons
in our closet. The issue is admitting to them and doing the right thing going
forward. What makes you a leader? Is it taking shots at other leaders or is it
putting it behind you and working together to better the environment that you are
in. If your answer was the latter, you are well on your way to being a true leader.
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Knock ‘Em Over By Making a Lasting Impression:
This Will Probably Be the Most Important Piece of Information
You Will Need to Revolutionize Your Business
As the title of this section proclaims, this will probably be the most important piece
of information you will need to revolutionize your business. It incorporates the best
of business acumen. Using just one piece from this section is more than enough to
revolutionize your Virtual Assistance business. Imagine what you could accomplish
if you used two, three or even all four pieces?
You will only be as successful as you make yourself. The level of success you attain
falls squarely upon your shoulders and no one else’s. Where you take your business
is entirely up to you. If you try and fail, learn from your mistakes, pick yourself up,
dust your pride off and keep plugging away. With that said, let me tell you how to
make your business everything you want it to be.
4 Keys to Being Branded “The Best”
Before all else, you need to have a target market. If you do not have one, get one.
Only then will Branding have a positive effect on your business. Understand who
your target market is, how they feel and what they like.
Brand Image:

The layout of your
marketing pieces has to
“speak” directly to those
you are marketing to
otherwise it is wasted.

1. Design
The design of every marketing piece
that represents your business must be
copasetic to your target market. They
must be able to connect in every way
to the layout and graphical representations that portray your business.

The layout of your marketing pieces has to “speak” directly to those you are
marketing to otherwise it is wasted. Each physical or digital representation
you display or hand out must flow in a way that visually entices your Target
Market. The action they need to take must be clear to them whether they
are creatively or logically minded individuals.
2. Color
Much like the design aspect of Branding, there is another dynamic that plays
a role in enticing a Target Market to a marketing piece. That is the colors
and color schemes of Branding. Color plays a subconscious role. The mind
automatically assumes a perspective of something based on the color usage.
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To an accountant the use of red implies “debt or lack of funds” where black
represents “abundance”. The color yellow might be perceived as
“cowardice”. Those same colors applied to another Target Market may relate
to red as “hot (temperature)” or “seductive”, black might be viewed as
“classic” or “dark and mysterious” and yellow might be considered “bright
and cheery”.
Color Branding can be one of your best assets or, if not used effectively,
your worst nightmares. The only way to choose appropriate colors for your
Target Market is to think like your Target Market.
Brand Personality

Color Branding can be
one of your best assets
or, if not used effectively,
your worst nightmares.

3. Energy
Brand Energy comes in two forms; color
and content. Depending upon your
Target Market, the energy coming from the color scheme you have chosen
will relate to individuals in different ways.
Hot, warm, cold, prosperous, businesslike, fun, etc. can all be derived from
the color scheme alone. Consider what type of energy flow you want to
attract. Do you want clients who are subdued or bubbling with energy, deep
rooted in business or just starting out? Choose your colors to match your
ideal client and you will attract those types of individuals or businesses.
Brand Content is the art of writing copy geared toward your Target Market.
It is wise to use the lingo and phrases your Target Market uses. If you want
to attract Day Traders or Investment Bankers, use references to the stock
market. Find ROI (Return on Investment) reports specific to utilizing Virtual
Assistance and send them a copy in the form of a press release. Perform a
cost analysis in addition to a free consultation. Maximize your potential by
leveraging your content accordingly.
It is like fishing. If you fish with snapper bait in a lake filled with trout, you
probably will not catch any fish. If you fish with trout bait, you will probably
catch a trout.
4. Emotion
The combination of design, color and energy you use in your marketing
materials births an emotional response in your clients. What response do
your current marketing materials produce in your Target Market? How can
you make it better? What emotional response do you want your target
market to feel? Is that emotion drawing them in or pushing them away?
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Combining design, color and energy in the right manner will elicit a positive
emotion making your target market hungry for what you provide. Note it will
make them hungry for what YOU provide not VAs in general. You are
creating an insatiable desire for YOUR services, YOUR website and YOUR
expertise. Your Brand can produce an addictive response from your Target
Market.
5 Keys to “WOW” Them Off Their Feet

It is like fishing. If you
fish with snapper bait in a
lake filled with trout, you
probably will not catch
any fish.

1. Sell the Benefit
For any product or service to be bought
and appreciated there needs to be a
“buy in” or a deep rooted benefit. This
is especially true for services. In order
for your services to sell themselves, the benefits of using those services
must be clearly communicated. There are essentially two different kinds of
benefits: surface benefits and root benefits.
Surface benefits are most commonly used when selling your VA business to
a prospective client. This is a tangible benefit like a “time saver”, “money
saver” or “no overhead” benefit. While these are benefits, they do not speak
to the root of the benefit.
Root benefits are the intangible ones. This benefit is identified as a feeling
that is experienced. Words such as “freedom”, “relief”, “stress”, etc. speak to
the emotional side of decision-making. People, as a rule, buy based on
emotion and seldom on logic. You need to use this behavior to your
advantage.
2. Practice, Practice, Practice
We have all heard, “Practice makes perfect.” This is true. Of course, there
are other factors at work, but nonetheless it is accurate. The more versed
you are at what you provide in terms of root benefits, the more attractive
your service.
Take time to practice your “emotional sales pitch” including the benefits of
your service and you will notice an increase in conversions from prospective
clients to paying clients.
3. Keep It Visual
Using the marketing materials you have on hand – brochures, business cards
and web site – concentrate on how appealing they are to your Target
Market. While you do not necessarily have to visualize, it should at least
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evoke a mental image.
An example of this would be providing
your prospective clients with an account
of what their life would be like if you
were on their team. Write a story from
their perspective about their day using
their normal activities and incorporating
your services throughout the story so
they can visualize the benefits of using
your services.

You need to exude
energy in all you do so
they can feel your
excitement. Be
enthusiastic...

4. Passion, Energy, Enthusiasm
Anytime you produce something that is going to be read or experienced by
prospective and current clients, you need to be sure your passion for your
business is evident. You need to exude energy in all you do so they can feel
your excitement. Be enthusiastic about who you are and what you do. If you
cannot get excited about it, how do you expect them to?
5. Add the Extras
Value added services are a nicety that is not expected but is provided as a
convenience to your clients. This can be something as simple as a courtesy
call after an e-mail is received. It does not have to be anything elaborate.
The little things you do make a huge difference in your client’s eyes.
Some examples of a value added service would be a welcome gift for new
clients, thank you cards, a toll free number so they do not incur long
distance charges, birthday and holiday gifts to show them you appreciate
them, an hour or two of free service for every year they are a client, and so
much more. Let your imagination lead you to the perfect something for your
clients and prospective clients.
6 Keys to Superb Customer Service
1. Guarantee of Service
What better way to show your clients you stand behind your service than to
offer a guarantee? If you are confident what you provide is everything you
say it is, then you should have no real concern about offering something of
this magnitude to your clients. The likelihood of most of your clients ever
telling you they want to take advantage of your guarantee is small compared
to the overwhelming relief your clients will experience knowing you have
one.
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2. Deliver Once Measure Twice
Track your progress. When you provide a service, you must evaluate
customer satisfaction in some way. There are many ways this can be done.
The three most common are asking for a referral, asking for a testimonial
and asking for a completed questionnaire about the quality of the service
they received (anonymous, of course).
Whichever method you use, even if you use them all, track your responses
and chart them somehow. Keeping track of this information will benefit you
and the way you run your business.
3. Pride Yourself for Being the Best
Track your responses and
When you need to hire someone,
chart them somehow.
utilize a service or buy something –
Keeping track of this
you want the best. If you need a heart
information will benefit
transplant, you want the best cardiac
you...
surgeon to perform the surgery. If you
want to have an addition built on your
home, you want the best contractors to do it. Likewise, if your clients want a
specific service they want the best.
When you position yourself as an expert you are going to attract clients who
want the best. Granted, most potential clients do not want to pay for the
best and that is ok, because you do not want every prospective client buying
from you. Not every one will be a good fit for your business.
You only want to attract clients who want the best and are willing to pay for
the best. If a prospective client cannot afford your services then you cannot
afford to partner with them. In the early stages of your VA business you may
be inclined to work with anyone who contacts you. Occasionally you will
even adjust your rate to accept a prospective client’s offer. This manner of
thinking diminishes your credibility with yourself, with the prospective client
and with other potential clients.
Stand by the quality and value of your services. Pride yourself at being the
best at what you do. You may not be the absolute best at what you are an
expert at doing. However, your potential clients can view you as the best.
Remember it is a matter of perspective.
4. Pay Attention to Specifics
Clients’ needs vary greatly. They may each use a different aspect of your
service. But, one thing will remain constant, their desire to feel special. The
best way to make your clients feel special is to remember the little things;
their children’s names and ages, their pet’s names, their spouse or
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significant other’s name, their birthday, anniversaries, special occasions,
favorite colors, favorite pastime, etc.
You can collect this information by delivering a Welcome Packet to each new
client. Ask them personal questions. It will help you get to know them and
can provide a unique “in” with them. When was the last time a service
professional you hired did something personal to touch your life? Has your
bank ever sent you a gift basket for your anniversary or birthday? How
would you feel about banking with them if they did? Imagine how touched
your clients would be if they loved to spend their weekends on the dance
floor and you sent them a book about Salsa Dancing.
5. Building Relationships
Stand by the quality and
Business is built on relationships. The
value of your services.
majority of our clients come from
Pride yourself at being
referrals. We have built strong
relationships with our clients and now
the best at what you do.
they talk about the quality and
professionalism of our services directly to our Target Market in effect doing
our marketing for us.
How did this happen? We took the time to really get to know our Target
Market and then took the time to really get to know our clients. We make
them feel special. We talk to them. We encourage them. We are truly
concerned with the success of their business and their family life. We have
taken the role of “Partner” and made it our priority to make them successful.
They, in turn, have become a “Partner” in our business.
Sure we make mistakes, they do too. But the relationships we have built can
stand the test of time because of our commitment to them. When you
become totally immersed in the success of your clients, you will experience
the same wonderful results.
6. Maintain Open Dialog
Communication is vital to the success of any business, and rings true
especially for a business like Virtual Assistance. Keeping the connectivity
open and free promotes a strengthened relationship between you and your
clients.
When a client feels free to offer suggestions and recommendations, the end
result is more apropos to the client’s likes and dislikes even as it may relate
to their Target Market. This style of openness creates an atmosphere of trust
that is not easily shaken.
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9 Keys of Consistency
1. Product/Service Knowledge
It is vital that when communicating the services you provide, you are
extremely familiar with those services. You may be asked at any given
moment to explain the intricacies of a service and should be prepared to
explain it eloquently.
The knowledge you possess has to
be spoken or written in a clear and
concise manner. Explaining a service
does not necessarily mean all of the
details need to be hashed out. But it
should provide a clear depiction of
what the end result will be using
language your Target Market
understands.

When you become totally
immersed in the success
of your clients, you will
experience the same
wonderful results.

2. Confidence
The confidence you bring to a relationship with your clients needs to span
your expertise and include all the products and services you provide. It is
this characteristic that will allow you to stand up for your business and work.
Knowing what you know and being firm, yet gentle, will lend credibility to
your business.
Being timid will only provide the leverage a client would need to walk all over
your rights as a business owner. If you do not stand up for what you know
and believe, then your clients will cease to see you as an expert. This also
means you can claim to not know something. In fact, stating you do not
know the answer to a question and proclaiming you will find out, adds to
your credibility. You may even defer the question to your network to find an
answer. This particular stance shows your clients you have surrounded
yourself with other experts and coincidentally, makes you much more
valuable.
3. Decisiveness
Making decisions is not only important, but it is the prime function of a
business owner. Be clear with your decisions. Make appropriate decisions
that are in the best interest of your business.
Alternately, making rash decisions without knowing all of the consequences
of that decision can be fatal. Be sure you have enough data to make your
decisions work for you, not against you. If you are unsure of the direction
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you should take, ask trusted colleagues, your mentor or your coach. You
should never feel alone. There is always someone willing to help you.
4. Conscientious Actions
We have all heard that actions speak louder than words and perception is
reality. This line of thinking is very accurate and begs your attention. The
things you do in and for your business
get noticed in some form or fashion.
If you do not stand up for
Being aware of this provides an
what you know and
understanding and a game plan for
believe, then your clients
action conducive to furthering your
will cease to see you as an
business.
expert.
While you must be deliberate in the
methods you use to accelerate your business, you must also be aware of the
repercussions of your actions. Newton’s Third Law states for every action
there is an equal and opposite reaction. This law means no matter what you
do, there will always be a reaction to it. The question is “How do you control
a reaction?” The answer is “Conscientious Actions.”
5. Congruency
In business, being deliberate in your decisions and actions in the continuous
thread of appearances and communications, promotes a congruent state of
being. If your decisions and actions do not line up and your appearances
and communication do not jibe, your clients will pick up on this
inconsistency. They may view you as being fickle and lacking integrity.
If your business cannot stand up to the
scrutiny of judgment by your peers or
From the beginning of
clients, you may soon find yourself
your business, until you
looking for work. Clients will not stay
sell it or close your doors
with a company if they feel they are
forever, follow through.
being lied to. No business owner can
avoid being judged by his or her client
base or peers. It is a cycle that perpetuates itself and as the bar for
excellence rises, so do the expectations of your business.
Be firm in your decision-making. This will make your possible actions clearer,
which is how your business will be viewed. Your responsibility then is to be
sure your communications line up with your decisions as the cycle continues.
6. Due Diligence
From the beginning of your business, until you sell it or close your doors
forever, follow through. At any given moment you may experience a crisis
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that requires your attention. Be certain to handle it until it is resolved. Do
not let an open wound fester. The result will be smelly and disgusting.
Similarly, take the responsibility to lead prospective clients through your
sales cycle. Pay close attention to their needs and desires. Handle each and
every client as if they were the only client you have. If you say you will
follow up, then follow up. If you promise a free consultation, then be sure to
provide a free consultation. Performing your due diligence is nothing more
than doing everything you can do and all you said you would do, until there
is nothing more you can do.
7. Perseverance
Perseverance – a word commonly used in sports – means to continue until
the end. Do not leave a client hanging. Take control of your actions and
complete what you set out to do. Strive to win the prize or reach your goals.
You will reach your goals if you plan to reach them (and they are realistic).
Drive and determination are the only ways to reach the goals you have set
for your business. You must work at them consistently and passionately.
There will always be bumps in the road, some you can go around, some you
must get over, while others are a mirage (you think they are there, but they
are imaginary). Someone who fails to reach their goals is someone who has
not tried hard enough.
8. Adversity
As owner, manager and technician in
your business there are many different
and unique situations that can appear at
any given moment. How you handle
them will vary depending on the situation.

Maintain a constant flow
of energy into your
business and keep
plugging away.

You can create processes for unforeseen issues by creating a playbook. Plan
your response along with a resolution to different types of issues. That way,
when and if a situation arises you will have a plan to follow. The
methodology for handling adversity falls back to being congruent in your
actions and communications.
While no one can plan for all unexpected situations, having a detailed course
of action for similar situations will generate a solid platform for resolution.
After the situation is resolved, document favorable results in your playbook
for future reference.
9. Discipline

Operating a business can be a wonderful experience despite the adversity.
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Stay true to your business plan. Maintain a constant flow of energy into your
business and keep plugging away. The only way to fail is to do nothing at
all.
You started your business for a reason(s). Do not let yourself down by
throwing in the towel. You have worked too hard to give up and declare
defeat. You have options if you want to succeed, use them. Those options
include getting a coach or a mentor to guide you through the pitfalls of your
Virtual Assistant business as well as starting or joining a Mastermind Group
of peers to motivate you to push on and create new ideas. You have options.
Do not make excuses; make your dreams a reality.
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Afterward
If you have read everything in this e-book and you are not inspired to catapult your
business in an upward direction, you may not truly desire to be a business owner at
this time. There is nothing wrong with that. We applaud you for reading the entire
e-book. You still have other options.
Becoming a Virtual Assistant can be scary and it is not for everyone. You can
pursue it further by joining any of the numerous list serves and forums available
and open to the public.
If you are serious about becoming a Virtual Assistant consider joining the Virtual
Assistant Revolution at www.VirtualAssistantRevolution.com. You will be glad you
did. Vivé la Révolution!
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Biographies
Heather Jacobson
Heather Jacobson has over 12 years of
corporate experience, including such positions
as executive assistant, marketing research
specialist, and research director for various
media outlets. Her skills are not limited to the
aforementioned; she also excels in Internet
research, website design, copywriting, editing
and proofreading. Heather is extremely
proficient in numerous software and hardware
applications, as well.
The author of Making Dollars Out of Cents: 101
Tips for the Frugal Marketer, Heather is also the
publisher of the popular ezine, Marketing Made
Simple, a monthly publication filled with simple
marketing tactics designed to enhance one’s
marketing efforts. Additionally, she is a coach and co-group leader with Virtual
Assistant Training. Most recently, she and partner, Becki Noles, founded the Virtual
Assistant Revolution, a low- cost alternative to coaching.
Heather is passionate about promoting the Virtual Assistant industry and
participates in many Virtual Assistant networking organizations. She strives to help
others who wish to make their businesses a success.
In May 2006, Heather was nominated by her peers for the Janet L. Jordan Award
presented in association with the inaugural International Virtual Assistants Day,
which was registered in the Chases Calendar of Events by the members of the
Online International Virtual Assistants Convention (OIVAC). The Janet L. Jordan
Award is “to honor a newcomer Virtual Assistant who has been in business for less
than 2 years and has reached a milestone in their short career in the industry. This
milestone needs to be an accomplishment that has helped to boost their new
business to an overwhelming success.”
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Becki Noles
Becki Noles, Visionary of Virtual
Accuracy has been at the forefront of
streamlining coaching and
entrepreneurial businesses since 1998.
Utilizing her background in marketing,
publicity, corporate training,
advertising and media, Becki custom
tailors and implements individualized
action plans for taking coaching
businesses to the next level. As a
Virtual Assistant her business partners
with top business and executive
coaches in the United States, Canada,
Switzerland and the world over.
In early Spring 2006 Becki was
interviewed and published in two major National Publications which were geared
toward advancing the awareness of the Virtual Assistant Industry. Becki is moving
forward on her campaign to make Virtual Assistance a household name through
individual efforts and as a volunteer with the Alliance for Virtual Business.
Becki's corporate background includes training and development, director of
marketing and guest relations, public relations, media (TV and radio) executive
level support to high power executives.
In 2004, Becki, in cooperation with Dale Noles, developed VATraining.com, a group
and individual coaching and mentoring program designed to coach and mentor
Virtual Assistants to be a superb support base for business owners of all shapes
and sizes.
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Dale Noles
Dale Noles has served as President
of the Virtual Accuracy Companies
since 1998 and has trained
individuals and groups on both an
entrepreneurial and corporate level
for over 10 years. In 2004 he
formally began Virtual Assistant
Training in partnership with Becki
Noles.

knocking on the door consistently.

Dale operates two highly successful,
distinct businesses, Virtual Accuracy
Companies and The Selon Group.
Using his "I.D.E.A.L." VA principle
and unique marketing methods, he
continues to have new clients

Dale's corporate background includes corporate training, MIS, sales, marketing,
advertising and media. Dale has been instrumental in writing, implementing and
supporting certain software packages for some of the largest non-profit
organizations in the United States. He has extensive knowledge of all aspects of
web production, SEO and graphic design. Additionally, advertisements created by
and articles written by Dale have appeared in nationwide magazine publications
and his PowerPoint presentations have been used in meetings with one of the
largest media organizations in the United States.
In May 2006, Dale was nominated by his peers for the Thomas Leonard Virtual
Assistant of Distinction Award presented in association with the inaugural
International Virtual Assistants Day, which was registered in the Chases Calendar of
Events by the members of the Online International Virtual Assistants Convention
(OIVAC). The Thomas Leonard Award was designed to honor a Virtual Assistant
who has been in business for at least 2 years and who has contributed to the
industry in such a way that it has provided a positive impact on many others and
helped them to build a successful business.
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