
VIRTUAL ASSISTANCE 
CAREER CHECKLIST

RESEARCH THE ROLE OF A VIRTUAL ASSISTANT AND UNDERSTAND THE SKILLS 

ASSESS YOUR OWN SKILLS AND DETERMINE AREAS FOR IMPROVEMENT

DEFINE YOUR NICHE OR SPECIALTY (E.G., ADMINISTRATIVE TASKS, SOCIAL MEDIA MANAGEMENT,

CUSTOMER SERVICE, ETC.).

BEFORE YOU BEGIN:

SETTING UP:

CREATE A PROFESSIONAL EMAIL ADDRESS.

SET UP ACCOUNTS ON FREELANCE PLATFORMS (E.G., UPWORK, FREELANCER) IF PLANNING TO

WORK INDEPENDENTLY.

CONSIDER CREATING A WEBSITE OR PORTFOLIO TO SHOWCASE YOUR SKILLS AND SERVICES.

SKILL DEVELOPMENT:

ENHANCE YOUR COMMUNICATION SKILLS (BOTH WRITTEN AND VERBAL).

IMPROVE YOUR ORGANIZATION AND TIME MANAGEMENT SKILLS.

LEARN HOW TO USE COMMON VIRTUAL ASSISTANT TOOLS (E.G., GOOGLE SUITE, MICROSOFT

OFFICE, TRELLO, SLACK).FAMILIARIZE YOURSELF WITH TASK AUTOMATION TOOLS (E.G., ZAPIER,

IFTTT). AND OTHER BUSINESS TOOLS

BUILDING YOUR BRAND:

UPDATE YOUR LINKEDIN PROFILE, CREATE A PROFESSIONAL FB PAGE TO MARKET YOURSELF AS A VA

DEVELOP A COMPELLING ELEVATOR PITCH.

NETWORK WITH OTHER VIRTUAL ASSISTANTS OR PROFESSIONALS IN RELATED FIELDS



MANAGING CLIENTS:

CONTINUOUS IMPROVEMENT:

IDENTIFY POTENTIAL CLIENTS OR COMPANIES IN NEED OF VIRTUAL ASSISTANT SERVICES.

CRAFT PERSONALIZED PITCHES OR PROPOSALS FOR POTENTIAL CLIENTS.

UTILISE SOCIAL MEDIA PLATFORMS TO SHOWCASE YOUR EXPERTISE AND ATTRACT CLIENTS.

CONSIDER OFFERING DISCOUNTS OR PROMOTIONS FOR FIRST-TIME CLIENTS.

YOU CAN ALSO CONSIDER JOINING OUR TEAM!

FINDING CLIENTS:

ESTABLISH CLEAR COMMUNICATION CHANNELS AND EXPECTATIONS WITH CLIENTS.

SET BOUNDARIES REGARDING WORKING HOURS AND AVAILABILITY.

REGULARLY UPDATE CLIENTS ON PROGRESS AND ANY CHALLENGES ENCOUNTERED.

PRACTICE ACTIVE LISTENING AND ADAPT TO CLIENT PREFERENCES AND FEEDBACK.

SEEK FEEDBACK FROM CLIENTS AND PEERS TO IDENTIFY AREAS FOR IMPROVEMENT.SET STAY

UPDATED ON INDUSTRY TRENDS AND NEW TOOLS.

INVEST IN FURTHER SKILL DEVELOPMENT OR CERTIFICATIONS.PRACTICE ACTIVE LISTENING AND

ADAPT TO CLIENT PREFERENCES AND FEEDBACK.

EVALUATE AND REFINE YOUR SERVICES BASED ON CLIENT FEEDBACK AND MARKET DEMAND.
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COMPUTER:

LAPTOP OR DESKTOP COMPUTER WITH SUFFICIENT
PROCESSING POWER AND MEMORY.
OPERATING SYSTEM: WINDOWS OR MACOS, BASED ON
PERSONAL PREFERENCE.

INTERNET CONNECTION:

HIGH-SPEED AND STABLE INTERNET CONNECTION TO
ENSURE SEAMLESS COMMUNICATION AND TASK
COMPLETION.
MINIMUM RECOMMENDED SPEED: 10 MBPS DOWNLOAD
AND 5 MBPS UPLOAD.

HEADSET WITH MICROPHONE:

COMFORTABLE HEADSET WITH A BUILT-IN MICROPHONE
FOR CLEAR AUDIO DURING CALLS AND VIRTUAL MEETINGS.

WEBCAM:

EXTERNAL WEBCAM WITH HIGH-DEFINITION RESOLUTION
FOR VIDEO CONFERENCING AND VIRTUAL MEETINGS.

COMFORTABLE WORKSPACE SETUP:

ADEQUATE LIGHTING AND VENTILATION IN THE
WORKSPACE TO PROMOTE COMFORT AND PRODUCTIVITY.
COMFORTABLE AND ERGONOMIC DESK AND CHAIR SETUP
TO SUPPORT LONG HOURS OF WORK.

BACKUP POWER SUPPLY:

UNINTERRUPTIBLE POWER SUPPLY (UPS) OR POWER BANK TO
ENSURE CONTINUITY OF WORK DURING POWER OUTAGES.
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HERE'S A LIST OF TOOLS AND SOFTWARE COMMONLY USED BY VIRTUAL
ASSISTANTS, ALONG WITH CLICKABLE LINKS FOR EASY REFERENCE:

COMMUNICATION PLATFORMS:

SLACK
MICROSOFT TEAMS
ZOOM

PROJECT MANAGEMENT TOOLS:

TRELLO
ASANA
MONDAY.COM

CLOUD STORAGE SOLUTIONS:

GOOGLE DRIVE
DROPBOX
ONEDRIVE

TIME TRACKING SOFTWARE:

TOGGL
HARVEST
HUBSTAFF (THIS IS WHAT WE USE)

VIRTUAL MEETING SOFTWARE:

ZOOM
SKYPE
GOOGLE MEET

CALENDAR & SCHEDULING TOOLS:

GOOGLE CALENDAR
CALENDLY
DOODLE

https://slack.com/
https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/group-chat-software
https://zoom.us/
https://trello.com/
https://asana.com/
https://monday.com/
https://www.google.com/drive/
https://www.dropbox.com/
https://www.microsoft.com/en-us/microsoft-365/onedrive/online-cloud-storage
https://toggl.com/
https://www.getharvest.com/
https://zoom.us/
https://www.skype.com/
https://meet.google.com/
https://calendar.google.com/
https://calendly.com/
https://doodle.com/


EMAIL MANAGEMENT TOOLS:

GMAIL
OUTLOOK
THUNDERBIRD

TASK AUTOMATION TOOLS:

ZAPIER
IFTTT
INTEGROMAT

PASSWORD MANAGEMENT:

LASTPASS
DASHLANE
1PASSWORD

VIRTUAL PRIVATE NETWORK (VPN):

VPN SERVICE TO ENSURE SECURE AND PRIVATE INTERNET CONNECTION, ESPECIALLY WHEN
ACCESSING SENSITIVE CLIENT DATA.
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Good luck and we wish you all the best on your journey to the VA Career! 

FOLLOW AND SUBSCRIBE OUR SOCIAL CHANNELS 
to

RECEIVE UPDATES, JOB POSTINGS 
AND HELPFUL RESOURCES

Linktree

Send your Application Here

Valuable Endeavors,
Partnered Excellence! 

https://mail.google.com/
https://www.microsoft.com/en-us/microsoft-365/outlook/email-and-calendar-software-microsoft-outlook
https://www.thunderbird.net/
https://zapier.com/
https://ifttt.com/
https://www.integromat.com/
https://www.lastpass.com/
https://www.dashlane.com/
https://1password.com/
https://linktr.ee/virtualelvesph
https://www.virtualelveshub.ph/ve-part-of-our-team/

