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S p o n s o r e d  b y :



There are so many resources and you could get overwhelmed. So I
suggest for FACTS, look at the IVAA (International Virtual Assistant
Association) site for basic fact-finding, then research Facebook Groups
for Virtual Assistants. YES, I know, there is a massive amount but check
out the groups, you can join and remove yourself if you find it does not
suit your style or provide the information you need at this point. Virtual
Assistant Sister Learning FB Group has been a wealth of information
and comraderie.

Will you be an FT Entrepreneur or will this be a PT
Side Hustle for now?
How many hours DAILY can you devote to YOUR
Business?
Decide on your niche
Based on your current or near-future skill set, what
services do you plan to offer?

Canva
Zoom
ClickUp
MailChimp
GoKISS.social
Etc

Software needed to support those niche services

 

Here are some basic questions and tools to get you started:



Setup a Business Budget
Setup a Business Checking Account Link to Payment Provider of
Choice (PayPal/Square/Wave)
Decide if using current peripherals or purchasing a new
Laptop/Desktop (MAC/PC) Wireless Mouse, Printer
(Multifunction Wireless Device) Wifi/Internet
Business Phone Line (Cellular is best) Let’s decide on a name for
the business.
Ensure when naming that it can grow with you, think of branding
It’s easy to remember, pronounce, type
Not too long, domain names should be within the 6-14
characters (Avoid Hyphens & Numbers)
Do a domain/google search to ensure the name is available to
purchase
Logo: Consult with a designer or Create one yourself 
Apply online for a Federal Employee Identification Number
Choose Legal Structure: Sole, LLC, Etc.
Ascertain what type of Business License is required
locally/statewide for your location. Most times you can search
the City/State Websites for this information. 
Don’t forget that you must also pay Estimated & Self
Employment Taxes. Consult a Tax Professional for assistance.

 

Get started tools continued...



There are way more ways to set up a VA business, you can contract
a Business Coach, Market your services on Thumbtack, Fiverr, and
UpWork. This document by no means is the ALL-INCLUSIVE
document but it offers some of the most cost-efficient as well as
mental health friendly ways.

Pat yourself on the back and prepared to be TERRIFIED! Don’t worry
it's the natural progression of starting your own business.
You will over the next year, get more comfortable, possibly outsource
somethings, and add to this document to help others in their journey.



Scale Up 
in your 

Virtual Assistant Business

Niche Down

Focus

Collaborate

Get UnComfortable

Find Your Tribe



An important step when starting and scaling your Virtual Assistant
business is to niche down. Ultimately this means  to focus on a small
yet well-defined section of the market you wan to work in.

Niche Down

one of the surprising perks of niching down, is that you tend to get
better results than you would think! The laser focus on one
particular area in a market gives you expert focus and attention to
details that only your target market will gravitate too. Targeting your  
niche will give you the chance to reevaluate and strengthen your
brand message.

This is how you create high quality results that appeal directly to the
people you want to work with. once you have landed a few of those
clients, that will lead to other clients and the cycle will continue.
After a while you will realize its time to charge premium prices for
the expert knowledge and skills you have developed.



Instead of being all over the place and trying to serve everyone, you
need to work hard on becoming an expert in helping just one
segment or serving a broader audience in a particular way.

This means focusing on just a couple if not only ONE Service
offering, not a whole slew that can leave you exhausted. At first, it
can seem like broadcasting to a larger audience promises better
chances of something clicking, but avoiding direction means your
(blurred) message will get stuck as white noise reaching no one or
worse yet the wrong type of clients.  .

After taking a close look at your business and its services, you need
to research your industry in general. Are there any gaps within the
market that you have the tools to fill? Can you solve a problem no
one else has yet? What are your competitors doing well and where
have they missed the mark?

Focus



Collaboration

Collaboration is a powerful tool for all small business owners. It's the
connections you're forming with others that will help you scale your
business.

It is vital to get out of your own mind to get a fresh perspective,
Going beyond what you do can be done with ease when more than
one person is involved in the process.

You never know where each new connection may take you! They
say your network is your net worth. so make your valuable by
connection to quality people.

One of the biggest benefits I have gotten out of collaborations is the
opportunity for learning something new. You should always be in
learning mode and working with others is best way to learn. the
opportunities are endless when combines talents and strengths
focus on the same mission.



Get Uncomfortable

You can’t be a successful entrepreneur if you’re afraid of being
uncomfortable. Strange as that may sound, it’s a reality you’re going
to have to face if you want to own and grow a business.

First, you have to understand why “discomfort,” specifically, is so
powerful. It’s not necessarily the discomfort you feel that has any
measurable impact on your life; instead, it's usually a symptom
associated with positive entrepreneurial practices.

You’ll experience significant fear before and throughout your time as
an entrepreneur. You could lose a major client, or you could push
yourself to the financial brink. Being able to move past that fear
requires some acceptance of discomfort.

Finally, don’t try to go from being passive to being a thrill-seeking
risk-taker overnight. Instead, work on taking baby steps. Start with
confronting your discomfort in minor situations, and scale up your
efforts from there.



Find Your Tribe

The first step to knowing what kind of relationships you want to
build is to learn about yourself. Take a look and list some of the
things that you feel are missing from your life, or that you currently
have and really enjoy. Sometimes simply thinking about something
isn’t enough to know whether or not you’ll actually enjoy it. If we’re
really being honest with ourselves, sometimes we are unable to
connect with others because we’re too busy judging them. 

We dislike qualities in others that we dislike in ourselves because
we’re constantly looking at the world through our own perspective.
When approaching a group of fellow humans, whether old friends
or new, look for what it is you have in common and what you enjoy
about them. This is vital. In loving yourself, you become more
confident and positive. Not only will you feel more comfortable
approaching strangers, but you’ll also attract the types of people
you want in your life.



Looking for a Virtual Assistant community full of
camaraderie and resources? Please don't hesitate
to join our FB Group
https://www.facebook.com/groups/vaslearning.

 
Don't forget to check out our virtual VA World
Conference coming up on June 5, 2021, made
especially with you in mind!

https://www.facebook.com/groups/vaslearning
https://vaworldconference.com/

