
How To Work Effectively With A Virtual 
Assistant
Although most virtual assistants are skilled and capable of 
performing a wide-range of tasks, you stil l  need to work with 
effectively with them to get the best value out of their 
services
by Lawrence Perry

LONDON, ENGLAND — (OfficialWire) — May 19, 2009 — Busy 
business executives real ly feel the dif ference in their performance 
between f i l l ing their work schedules to the br im to hir ing a vir tual 
assistant who can free up some of their t ime to al low them to 
focus on certain matters that real ly require their  t ime and their 
energy. Now if  you are a business manager who wants to enjoy 
the benef its of having a vir tual assistant,  remember to hire the 
best vir tual assistant company you can f ind to save yourself the 
trouble of deal ing with ineff icient contractors. Now you should 
also remember that even with the best vir tual assistant company 
working for you, there are st i l l  some things that you must do so 
you can maximize the benef its of employing a vir tual assistant.  
Here are some t ips that you can fol low on how to effect ively work 
with a vir tual assistant.  

1.) Keep communication l ines open. Because the worker is not in 
your off ice, you must make sure that the VA can easily 
communicate with you through email  or any other means. Virtual 
assistants are self-rel iant and can work with minimal supervis ion 
but you st i l l  need to make sure that the VA can contact you if  
there is an urgent matter that he or she needs to discuss with you. 

2.) Be clear with your goals and your instruct ions. I f  you want 
anything done by the vir tual assistant, make sure you give clear 
and accurate instruct ions. For example, do not tel l  the VA to 
research the “top 50 retai lers onl ine” when what you real ly need is 
a l ist of top 50 onl ine stores that sel l  shoes. Be specif ic, accurate 
and clear about what you want done. This way you avoid 



miscommunicat ion and the need to have a job redone. When you 
want a VA to create website content for you- discuss with the VA 
the kind of image you want to project and the kind of informat ion 
you want the website to contain. 

3.) Tel l  the VA when you want a task to be done. Set c lear 
deadlines for any worker. When you set c lear deadl ines, the VA 
who is not report ing personal ly to you in the off ice can manage 
his/her t ime wisely.  

4.) Know the skil l  sets of  you VA. Capital ize on your vir tual 
assistant ’s ski l ls.  Most vir tual assistants although they are trained 
to perform a variety of tasks st i l l  have some sort of special izat ion 
that they are real ly,  real ly good at.  Take advantage of this ski l l .  I f  
you require a special ski l l  for your business, make sure that you 
hire someone with that ski l l  from the start .  I f  you need someone to 
work on your accounting books more than you need someone to 
wri te sales let ters for you, then tel l  the VA Company that you want 
a VA that is capable of performing accountancy and book keeping.


