
How to MAXIMIZE your Business
Efficiency with a Virtual Assistant

What is a Virtual Assistant?

A Virtual Assistant (VA) is a remote professional who provides
administrative, technical, operational, or creative support to help
you manage and grow your business, without the overhead costs
of hiring a full-time employee.

Top Tasks to Delegate to a VA?

Why Hire a VA?

Cost effective: Save on overhead, training, and full-time salaries
Scalable: Adjust VA hours based on your needs
Time-Saving: Focus on what you do best - growing your
business

Tips for Working with a VA?

How to Choose the Right VA?

Is a VA Right for You?
If you’re feeling overwhelmed by the day-to-day tasks, a VA can
help you regain focus on scaling your business. Consider where a
VA could save you time and money!

Administrative:

Marketing:

Operations:

Customer Service:

Email, Calendar, task, document mgmt. 

Social Media mgmt., content creation, outreach

Client onboarding, project mgmt., CRM mgmt.

Inquiries, customer communication, etc.

Start Small: Begin with a trial project to see how the VA fits
Clear Communication: Set expectations, goals, and deadlines
Use Tools: Collaborate with project management tools like Trello
and Asana

Access your business needs and find a VA with the right expertise
Look for a VA whose communication style and values align with
yours
Check their experience and references. Ask for previous work. 

Ready to Get Started? Contact us today to learn how a PNB VA can help your business!
christine@pnbprofessionalservices.com


