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FINDING YOUR VIRTUAL ASSISTANT
▸ Determine what you need help with: Before finding your VA you’ll want to make a
specific list of the skills and services you need. Other things to consider would be time
zone, amount of time needed, budget, ways to communicate, how you want to work
with them, etc.
▸ Post on a Virtual Assistant Job Board: Search Facebook or LinkedIn for VA job boards.
When you post in the group be sure to be clear about what skills and services you’re
looking for as well as any other requirements you’re looking for.
▸ Narrow down the list: It’s possible you’ll get a lot of responses. Have a way to narrow
down the list by asking them to do something specific, like answering 3 questions via
email using a specific subject line. Then choose the top 3-5 to interview virtually to see if
you’re a good fit on a personal level as well as if they have the skills you are looking for.
▸ Testing skills: It’s okay to test their skills with questions or by giving then a small job to
complete.
▸ Checking references and researching: Be sure to get the names and emails of 3
references of past or current clients and follow up with finding out what you can from
them. Also, do a little research about the VA on social and on Google.

INTERVIEW QUESTIONS
Here is a list of questions you may want to ask when
interviewing your prospective VA.
How long have you been a VA?
Are there any days that you do not work? What are your office hours?
What are your best skills? What are your strengths and weaknesses?
Do you have a team or do you do the work yourself?
How do you like to communicate with clients and how often?
What communications are billable?
How and when do you like to be paid?
What are your rates?
How will you keep my information secure?
What type of training have you done in the last 6 months?
Using a scenario that you have recently had that your VA may need to
deal with, ask how they would handle it.
▸ If hiring for graphics, web design or other creative tasks, ask for samples
of their work.
▸ Do you have a contract? May I review it?
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WORKING WITH YOUR VIRTUAL ASSISTANT
Working successfully with a VA requires open and
frequent communication as well as the following:

▸ Read the contract before signing and ask questions
you may have prior to signing.
▸ Use a password sharing tool like LastPass or LogMeIn.
▸ Give clear instructions for the work. This can be done
by video or written instructions. Be sure to ask the VA
if they understands what has been assigned.
▸ Follow up with your VA and keep them informed.
▸ Find out how the VA likes to track projects and/or
offer a project tracking option that you both will use.
▸ Pay on time.
▸ Trust your gut when hiring.
▸ If it isn’t a good fit, don’t simply stop communicating.
Talk with the VA to see if things can be resolved or
determine steps to end the relationship.

WORKING WITH YOUR VIRTUAL ASSISTANT
▸ Be prepared for price increases.
▸ Respect hours of operation and boundaries and
expect the same from the VA.
▸ Be clear about your expectations on projects.
▸ Be encouraging and helpful so the VA feels
comfortable asking questions. At the beginning
there will be a lot of them, so be patient as you
both learn to work together.
▸ Remember that the VA is a business owner just like
you. Treat them with respect and that will
strengthen the relationship.
▸ Let your VA know how they are doing so they can
improve and so they are aware of any frustrations.
▸ If you hire a VA as an intern, be sure that the value
you are giving them is equal to the amount of
work they are doing for you.

STILL NEED HELP?
Contact us at hello@yeswomensnetwork.com
with any questions you have.
We work with and train thousands of VAs
around the world. We will be happy to help
you find the perfect one for you and your
business.

OUR FOUNDER
Sheila J. Davis, founder of YES! Women’s Network, is a popular
speaker, podcaster, digital marketer, and sought-after business
consultant.
For the last 8 years she has been working with hundreds of women
around the world teaching them how to start, build, and grow their
own online businesses. She’s also been working with online
entrepreneurs to grow their business to reach their financial goals.
A favorite passion of Sheila’s is to help women create an automated
business that will generate income while they live the lives they love
and support their passions and true purposes.
Sheila started YES! because her passion for helping women find
themselves and their own true joy inside of themselves goes farther
than being a successful business woman.
“It’s about being YOU and having joy in that. When you can do
this you’ll also be the best wife, mother, sister, friend,
entrepreneur, and all of the other things that you’re capable of
being. You cannot give if your bucket is empty. When your
bucket is full and you have joy your giving takes on an entirely
new meaning and purpose.”

RAVE REVIEWS
“There’s so much we could say
about Sheila, but one of the most
impressive is how humble she is.
She didn’t spend anytime bragging
about herself, how qualified she
obviously is, or talking about her
many talents. Our time together was
all focused on us and our business
needs.”

LYDIA TAGGART
Speaker | Author | Coach
SUPERMOM COACH

“Sheila is a very insightful, creative
and embodied in warmth, caring,
professionalism, and has a great
breadth of knowledge. Sheila has a
heart of gold and is a woman of
true integrity. It was my delight and
pleasure to work with her. I can’t
speak highly enough of her!”

DINA WASHINGTON
Author | Radio Personality

“Sheila is a true treasure! She
provided more assistance and help
than I had even expected. Her
personalized attention is
unsurpassed. It feels excellent to be
able to relax knowing you are in the
hands of an expert who really cares
and has your interests in mind.”

CECILY ARMSTRONG
CHHC, AADP, Brennan Energy
Practitioner, BS Psychology, Certified
Yoga Instructor, Pure Barre Teacher,
Reiki Practitioner
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CONNECT YOUR BRAND TO WOMEN
WITH PURCHASING POWER
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