Welcome to your VA business roadmap!
I am so excited that you’ve decided to become a virtual assistant! When I started out in 2011, I really
struggled to find free resources to help me set up my business. My greatest passion is to help other
South African virtual assistants turn their dreams into an actual business.
The only way you can turn your dream into a successful virtual assistant business, is if you
implement the steps outlined in this document. You can try doing it by trial and error like I started
out, but I’m hoping that this document will give you a quick start and that you can be up and running
much faster than I could!
I will be including links and resources in this guide. If you have any questions, please feel free to
email me at sonja@savamentor.co.za.
Below is the outline of what will be covered in this document.
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Clients
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Mindset
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Planning
Don’t be scared to plan because you think you don’t have enough knowledge. You know more than
you think! You will be changing your plan over time as you develop as a virtual assistant and that is
normal and very healthy to do. However, it is essential that you have a basis to start from.
The basic building blocks of your plan should look something like this:

Your ideal client
Your ideal business
Your financial goals
Your business name
Your services

Your ideal client
Who do you want to work with? What type of business do they work in? What is their age? Are they
male of female? Where are they located? What is their business income? Ask yourself all these
questions and get as specific as possible so that you can know exactly who to reach out to.
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Your ideal business
How many hours do you want to work each week? What times will you be available for clients to
contact you? How responsive are you going to be to client emails? How do you prefer clients to
contact you? Where are you going to work?

Your financial goals
How much money do you want to make each month? How are you going to meet these money
goals? How are you going to track those goals? How quickly do you want to reach those goals?

Your business name and branding
If you’re serious about your business, it needs a name that reflects who you are and what you do.
You can visit Elitehost and type in various domain names so that you see what names are available
and register a name that suits you best.

Your services
What do you intend doing for your clients? Make a list of all your current skills and then highlight
those that you enjoy most doing. Are there any of those skills that you can turn into services? Are
there skills that you would like to learn and offer as services in the future?
The VA Classroom does an annual popular services audit. Below is an illustration of the most popular
services for 2018 to give you a little inspiration.
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Setup
There are so many wonderful things out there, but don’t get distracted. You can start with the bare
minimum and as your business grows, you can continue investing in it.

Things to buy (if you don’t have them already)
•
•

A reliable laptop
Fast and reliable internet
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Basic things to set up
•

•

•

A Facebook business page. It might take a while to get your website up and running, so
having a Facebook business page is a quick way to get your name out there and let people
know who you are and what services you offer.
A LinkedIn Profile. This is a wonderful way to meet professional people. Create a full profile
for yourself and fill in your work history pertaining to what you want to do. Start reaching
out to your ideal clients.
A website. I recommend setting up a Wordpress site. (I prefer Wordpress.org to a
Wordpress.com site as you are in control of your site). Register your domain name and get
your hosting set up. Elitehost offers hosting at R35/month and you can have a free .co.za
domain registered if you use their hosting. I would recommend that you also register your
business name with a .com extension to avoid someone stealing your business name later.

Marketing
There are many ways to get clients, but what has worked well for me are the following.

Facebook groups
Search for Facebook groups in which your ideal clients hang around in. Also join various virtual
assistant groups. Take time to comment on the groups. You can also respond to requests to hire
someone with your skills and services.

Linkedin
Again, join groups in which your ideal clients hang out and respond to questions where you can and
establish yourself as the go-to person for your services. You can also write articles that address their
pain points and where you offer solutions.
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The people you know
Be sure to let all your friends and family know what you are doing and what services you offer. They
might be able to refer you to someone or use your services themselves.

Handling Clients
You need to think of how you want to onboard clients. When a potential client is interested in your
services, you don’t want to scramble around looking for a process or documents.

Quick and easy proposals
I love Dubsado. You can create custom proposals and send them to your potential client online and
then automatically generate a contract and invoice for the services they choose. They have some
great templates to start you off with. In addition, your first 3 clients are completely free, so you
don’t need to subscribe until you’re actually earning an income. Other resources are 17hats and
Honeybook as well as And co (free).

Create set up documents for welcoming clients and setting expectations
You can create a brochure to explain how you work. It will give your clients clear expectations about
what to expect in terms of payment, communications, and hours as well as the services you offer.
Outline everything from your average email response time and how they can best communicate with
you. You will also need a contract so that both parties know exactly what is expected of them.

Project management software
Decide how you’re going to keep track of your clients and tasks. This is easier with project
management software. There are great options out there like Asana, Trello and Clickup.
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A system for getting great testimonials
Testimonials are a powerful way of convincing prospective clients of your value. After all, someone
else is actually endorsing you! Create a feedback form that asks questions that automatically create
beautiful testimonials! You can send this to your clients once you’ve worked with them for a while or
after the project is finished. You can then post these testimonials on your website, social media and
also include them in the next version of your brochure.

Tools I use
I love using free or inexpensive tools. Fortunately, there is a lot to choose from. This has its
disadvantages though, in that I love trying out the newest tools and apps! Below are some of the
basic tools I use in my business.

Planning
Google Calendar is free and easy to use. I like using it in conjunction with Calendly which allows
people to schedule themselves into my diary.

Online storage solutions
I love Dropbox and most of my clients use it, however there are clients that prefer Google Drive,
which is another great solution.

Track time
I use Toggl which is a great way to track exactly what I do for each client every week. It is easy to
report to clients on what was done with this tool. I also use it as a way to see whether I’m spending
my time productively in my business and whether I’m prioritising my activities according to my goals.
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Invoicing
I love Dubsado, but Freshbooks is also a good option for invoicing clients. Wave is also free.

Client meetings
I tend to use Skype, Google hangouts, and Join.me for meeting with my clients. Another great
meeting tool is Zoom.

Mindset
Your mindset determines whether or not you are going to succeed. As Henry Ford said:
“Whether you think you can, or you think you can't--you're right.”
It is essential that you realise that starting a virtual assistant business puts you in the position of a
business owner and not an employee. You can either create yourself a job at home as a freelancer,
or you can create a business. I prefer the latter as it allows you more room for growth when you’re
ready for it.

Read and research
I read a lot of business books and continually use Google to grow my own business as well as to
understand my clients better. (I even research my clients before working with them to ensure that
they are legitimate and to know as much as I can about them before talking to them for the first
time).
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Find a mentor
Jim Rohn said:
“You're The Average Of The Five People You Spend The Most Time With”
If you want to succeed on your journey as a virtual assistant, find someone who is successful already
and learn all you can from them. That is the whole vision and mission behind South African Virtual
Assistant Mentor, so please consider this a personal invitation to join me!

Community
Join up with other virtual assistants online and learn as much as you can from them. In the spirit of
giving, you can also contribute value in your area of expertise.

Checklist to grow a successful virtual assistant
business
☐ List your skills, qualified experience, talents and strengths
☐ Using the list above as a guideline, brainstorm another list of possible services you can offer to
clients virtually from home
☐ Brainstorm the particular industries or markets you’d most enjoy working with. Who will most
likely benefit from your services?
☐ What type of clients do you want to have? What kind of people do you enjoy working with?
☐ Write an informal business plan with a few goals to reach at the 3, 6, 9 and 12 month marks.
☐ Choose a name for your business and make sure it’s available and not trademarked
☐ Decide on the amount of time you can devote to your business every week
☐ Decide on the hourly rate you will charge for your services
☐ Create packages to sell your services as a bundle
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☐ Create a pricing sheet of your services
☐ Create a brochure of your business to hand out to family and friends
☐ Purchase your business domain name
☐ Claim your social media names/links (on the platforms you intend to use)
☐ Choose the branding colours and fonts you’ll use
☐ Create a logo or have someone do it for you
☐ Design your website or have someone do it for you
☐ Create a portfolio of your previous work (if applicable)
☐ Research your banking options and set up a business account for your VA earnings
☐ Register as a provisional tax payer in South Africa
☐ Find a good virtual assistant contract you feel comfortable using (Tip: Dubsado has a great
template)
☐ Put together your client welcome pack
☐ Develop your networking and marketing plan
☐ Start networking and marketing

Next step:
If you would like to fast-track your start-up of your virtual assistant business, sign up for a morning
workshop, personal mentoring or 6 week VA Intensive Bootcamp by contacting me directly.

Congratulations on taking the first, important steps to establishing your
virtual assistant business. Here’s to your success!
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