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Step-by-Step: How to Hire a
Virtual Assistant

Ready to dive in? Here’s a quick guide to
getting started with a VA:

Identify Your Needs: List the tasks that are bogging you down
or require specialised skills.

1.

Set a Budget: Determine how much you’re willing to spend.
Remember, VAs are cost-effective, so this doesn’t have to
break the bank.

2.

Search for the Right Fit: Use platforms like LinkedIn or local
referrals to find the perfect match for your business needs.

3.

Onboard & Delegate: Once you’ve hired your VA, set them up
for success by clearly outlining tasks and expectations.
Communication is key!

4.

Watch Your Business Grow: With your VA handling the
routine tasks, you can focus on scaling and expanding your
business.

5.

Identify your needs Set a budget Search for the right fit

Onboard & delegate Watch your business 
grow

Regain some work/life 
balance


