BY ANIKA REPOLE WILSON

YOUR VA
MANAGEMENT
GUIDE
A WORKBOOK GUIDE TO INCREASE YOUR
PRODUCTIVITY AND ACHIEVE YOUR PROFESSIONAL
GOALS WITH A VIRTUAL ASSISTANT.
"In less than 4 months I was able to leave my 9-5
and become a full-time Entrepreneur, thanks to my VA."
- Anika Repole Wilson
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"IN LESS THAN 4 MONTHS I WAS ABLE TO
LEAVE MY 9-5 AND BECOME A FULL-TIME
ENTREPRENEUR."
Anika Repole Wilson

DISCOVERING THE
NEED FOR A VIRTUAL ASSISTANT

ABOUT THE AUTHOR

In my field of Marketing there is little time to
breathe between campaigns. During the
Christmas holidays, I managed to take 3 days off not to have a vacation per say, but to potty-train
my son. For a second, pause and take that in - I
HAD TO TAKE TIME OFF FROM WORK TO BE A
MOTHER. Or, at least that's what it felt like.
Nevermind that I was also still working on this
'time off'. I had a personal brand I was trying to
build years previously, but time would just not
allow. My marriage was becoming strained and
the pressures of being wife, mother and
professional were taking its toll mentally. I
NEEDED help. I hit my personal rock bottom, i
needed to do something.
I realized that the only area that I could affect
change was professionally. To find some
semblance of work-home balance, I needed a
Virtual Assistant, and within less than 4 months I
left my job and became a full-time entrepreneur.

READ MORE

ANIKA REPOLE WILSON,
DIGITAL MARKETING STRATEGIST
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BUSINESS GROWTH
WITH A VIRTUAL
ASSISTANT
BY ANIKA REPOLE WILSON
Starting and maintaining your own
business is stressful and
time-consuming, we all know this.
Often times as Entrepreneurs we get
caught up with the 'little things' and
the frustration builds as we find we
are too often 'majoring in the minors'
and sometimes even loosing focus of
the big picture.

IT'S EASY TO
BECOME ABSORBED
IN THE SMALL
STUFF!
We get absorbed into the 'small stuff'
that end up becoming a never-ending
pile of todos, keeping us from our
professional goals. As much as we
know we need help, we may not be in
a position to afford full-time help.
That's where a Virtual Personal
Assistant or a Virtual Agency like
Business Chic is able to lessen the
load and give you more time.

SO HOW CAN A
VIRTUAL ASSISTANT
HELP?
VA tasks can vary from data entry,
general administration like checking
emails, accounting to more complex
tasks that you may have found
yourself absorbed in doing or
researching like; figuring out how to
optimize your website for search
engines, social media management,
proposal writing to even flyer design
and web maintenance.
One of the biggest benefits of hiring a
VA is COST! Rates for VAs are quite
affordable. There are no additional
costs to your overheads. There is no
need to worry about getting a bigger
office space, an additional computer
or even office supplies.
READ MORE

IT'S SO EASY FOR US TO GET ABSORBED IN THE
'SMALL STUFF' THAT KEEP US FROM ACHIEVING
OUR PROFESSIONAL GOALS.
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DO NOT WAIT; THE TIME WILL NEVER BE ‘JUST RIGHT.’
START WHERE YOU STAND, AND WORK WITH WHATEVER
TOOLS YOU MAY HAVE AT YOUR COMMAND, AND BETTER
TOOLS WILL BE FOUND AS YOU GO ALONG.

George Herbert
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SO HERE ARE
YOUR NEXT STEPS

OUTLINE YOUR 3
MONTH GOALS
If you're like me, then you may
overwhelm yourself with the big
picture from time to time, here is
an opportunity to take stock of
where you want to be in the next 3
months.

SET YOUR ONE
MONTH GOALS
Based on your 3 month goals, what
can you realistically achieve in 1
month? Write it down.

WHAT'S YOUR 'SMALL
STUFF'?
List the low level tasks that you
find yourself overwhelmed with.
These are the things that you find
take up the most time in your day,
but really shouldn't. The 'stuff' you
mumble to yourself about doing.

SET DAILY GOALS
So let's break it down. The 'Small
Stuff' you will offload to your VA.
Select some of the tasks and break
them down into achievable daily
goals for your VA. After, you have
completed that, look on your
higher level tasks that you usually
don't have time to achieve and
break those down into daily goals
for yourself.

VIRTUAL ASSISTANT
MANAGEMENT GUIDE
INCREASED PRODUCTIVITY AND
YOUR PROFESSIONAL GOALS JUST
GOT CLOSER!

If you're still reading, you're
definitely ready to figure out
how to get closer to work-life
balance and achieve your
professional goals. Maybe, you
can actually have it all eh?
So here are your next steps.
read through the list to the left
and follow the instructions on
the next page. I certainly wish
to upsell my company's VA
services to you, BUT that's for
you to decide. :)

Either way, I am pretty
confident, that outlining your
goals as set out in my Next
Step list (on the left) and
following the worksheet
provided on the next page will
help you to get closer to
achieving your goals.
I sincerely wish you all the
best!
-Anika
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LONG TERM: 3
MONTH GOALS

WHAT'S YOUR 'SMALL
STUFF'?

WHAT ARE YOUR
PERSONAL
ONE-MONTH GOALS?

Next
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DAILY TASK GUIDE
VA TASKS

MY TASKS

MONDAY

MONDAY

TUESDAY

TUESDAY

WEDNESDAY

WEDNESDAY

THURSDAY

THURSDAY

FRIDAY

FRIDAY
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THE FUTURE BELONGS TO THOSE
WHO BELIEVE IN THE BEAUTY OF
THEIR DREAMS.
Eleanor Roosevelt
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FIND OUT MORE ABOUT OUR VA SERVICES
HERE

"We Sweat the Small Stuff!"

