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WELCOME &
CONGRATS
BY: ANIKA REPOLE WILSON
Wondering why I am saying
"Congrats"? Well, regardless of
where you are in your personal
career, you have taken a major
step in taking control of your own
life by taking this course.
In this online training course, you
will learn how to market your skills
and develop an online presence to
attract customers as a Virtual
Assistant. Sure, if you wish you can
stay with Business Chic Services,
but you can also begin to earn

independently. I will just be showing
you some tips and tricks to get you
on the right track. This training is
ideal for persons who have some
knowledge of online platforms like
Facebook & Linkedin, but who have
never fully tapped into the potential
of creating a winning presence for
themselves professionally.

YOUR ONLINE
PRESENCE SELLS
So during these next 5 Days, we will
evaluate your 'professional' presence
online, set you up to start earning,
evaluate your skills and teach you a
few others, while also showing you
how to use our preferred Project
Management tools for client care.

Day 1: The Basics
- LIVE Tutorial
-Your Handbook
-Your Tools
Day 2: Your Presence
- Your Social Media Audit
- Client Assignments
Day 3: Time to Create
- Graphic Design Basics
- LIVE Tutorial
- Copy writing Basics
Day 4: Stepping Forward
- Reset your online
persona
- Client Assignments
Day 5: Client Services
- LIVE Tutorial
-Customer Services &
Client Management Tips
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YOUR
TRAINING
SCHEDULE
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YOUR
PERSONAL
BILLBOARD
BY: ANIKA REPOLE WILSON
Your online presence is FREE
advertising! Your 'friends &
followers' are potential customers!
This should be pretty obvious stuff,
but there are two relevant
questions to ask yourself. The first
being; Do you want to create a
marketable online presence? The
answer to this would be "Yes"
considering you are currently
doing this course. The second and
more pertinent question therefore
is; What are you selling and do you
truly represent your own brand?
Maybe, you are a professional and
are mindful of what you post
online. Maybe you never cared or
thought about this until now.
Maybe you realize, you need to do
more with your online presence.
Maybe you are on the right track.
What is important to focus on, is
that you are a brand, and there is
power and potential in that
knowledge.
In becoming a Virtual Assistant,
you will work with professionals in
various capacities online. The only
way they can evaluate who you are
is based on your online presence
and this can make or break your
chances for a new project to
manage.

General advice on job recruitment
now encourages that one should be
mindful of what they post online.
There are suggestions on what
platforms to create an online
presence.and tips to follow.

YOU ARE A
BRAND
However leveraging your indetity
online to make money is uncharted
territory for many. So the question
remains, what are you selling and do
you represent a brand others wish to
buy into? Would you?
Our focus on Days 1 & 2 will be on
identifying your personal brand
strengths and figuring out what you
need to do to represent the brand
you aspire to be.
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THE BEST
THING
ABOUT THE
FUTURE,
IS THAT
IT COMES
ONE DAY AT
A TIME.

LET'S DEFINE YOUR BRAND
WHAT'S YOUR BRAND VOICE?
Take a moment to fill out this sheet and make note of the realizations that you will
learn about yourself. You may also learn things about your personal online network.
Let's see how you can leverage your current audience right now to convert 'friends'
into customers.
What do you like to share online? What were the last 3 posts you shared?

Evaluate the content you have shared over the last week - what is the current theme?

What do you think persons will think when viewing your profile?

Who are your 'friends' online? Are they mostly: (select one)
Family
School Related
Work / Colleagues
Social
I don't know them really
What are your 'friends' talking about mostly? This will help you to see if you can help
to provide them with a service to fulfill a need or if you need to widen your network
to persons you can actually sell your services to?

Ok, so let's evaluate, your responses:
If you have a current theme in the content you share, this can be powerful insight
into an area you are passionate about and could add value to. Do you prefer that
what you share is entertaining or informative? How do your 'friends' interact with the
content? Do you offer value in what you share?
Your current audience is the best to harness! Do you think that you can offer your
friends a service to add value to their lives? Do you think that you may need to widen
your existing network? Would you feel confident if a friend recommended your
profile to a potential business lead?
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How often do you share content? (select one)
Everyday
More than three times a week
I mainly use social media to browse, not share
I am rarely online
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VPA TOOL
KIT
BY: ANIKA REPOLE WILSON
These are a few platforms that I
swear by to help to make you
more productive and/or help you
to perform your tasks more
efficiently as a Virtual Assistant.
Some of these platforms will be
touched on during your 5 Day
training, others you can take a
look on and experiment with and
maybe have some fun with!

PHONE
APPS

WEB
PLATFORMS

Google Keep

PRODUCTIVITY:
Basecamp / Trello
Payoneer
Google Hangouts & Skype
Canva
Loom
My Hours

Evernote
Regrann
Facebook Pages Manager
PicsArt
Pixlr
VivaVideo
Photoshop Express
InstaSize

BUILD YOUR NET-WORK:
Fiverr
Upwork
Linkedin
GET CERTIFIED:
Coursera
EDX
Udemy
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THE EXPERT
IN ANYTHING
WAS ONCE A
BEGINNER

WHERE DO WE GO FROM HERE?
YOUR NEXT STEPS
I understand we covered a lot of information in

COUPLE THINGS TO REMEMBER:

overwhelmed. That's ok! Here are the next

- Review your competitor offerings for

steps to get you going:

insight and research. Do NOT compare

1: Develop your brand's presence - if you have
not yet done so, design your logo based on our
tutorial
2. Design a piece of content for your brand something that communicates your 'mission'
3. Set up your functional/productivity
platforms:
- Payoneer
- Fiverr / Upwork
- My Hours
- Basecamp/Trello
4. Set Up a Gig
5. Get feedback from your fellow Trainees in
your private VA Facebook Group: Business
Chics

yourself to them. Remember they have
been doing things for a longer time than
you.
- Don't worry if things feel like they are
moving slowly. This is a good time to test
what works for you and what doesn't welcome the slow pace as a chance to
learn.
- Never stop learning. Give yourself a
competitive edge by enrolling in free
courses on one of the Learning Platforms
listed in your toolkit.
- Have FUN! Don't take this all too seriously,
this is a chance for you to enjoy yourself
and potentially create a platform that can
bring you full time income doing
something you enjoy, so enjoy it!
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a short time, and you may be feeling

