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SO, YOU want to be a virtual assistant - but what you don’t want is some complicated, long road 

to launching.  

No worries! 

I’ve simplified the process so you can start your work from home journey faster but effectively. 

Because you want - and need - to make money now, right? 

We’re going to walk through the 9 steps to get started as a virtual assistant so you can realize 

your dreams.  

Are YOU Ready? 

 

Step 1: Create a foundation 

Have you ever seen a building without a foundation? Nope? That’s right! Because a building 

needs something on which to stand. And so does your work from home journey. Because when 

times get hard, the foundation will keep you steady. Take a moment to build your strong 

foundation and when the strong winds hit, you’ll stand steady. 

 

YOUR WHY 

Briefly explain why you want to be a virtual assistant. List out your professional and personal 

reasons. 

What are some of the challenges you may face during the startup period? How will you face 

and solve those problems? 

We all need a champion in our corner when starting something new. Who will be your 

encourager, that person you can ask for help and bounce ideas off of? 

 

Step 2: Determine the services you’ll offer and how much you’ll charge 

If you want to start working right away, start where you are and build from there. You might 

not have a lot of time and resources in the beginning to invest in courses. That means use your 

existing skills as your base for services. But never stop learning! That’s how your business will 

grow.  
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List your current skills that can you can easily use now to build a virtual assistant business. 

What are you really good at? Think of all of the tasks you absolutely love to do. This doesn’t 

have to be business-related only.  

What is your income goal and what are your steps to reach it?  

Tip: Determine how much time you can devote to your business. For example, you might have 

30 hours per week available. Not all of that 30 hours will be billable or devoted to clients. You’ll 

need to set aside time for other tasks, such as billing and marketing. That time is considered 

non-billable.  

 

Step 3: Make sure you have the equipment you need 

Your equipment needs will depend on the type of services you’ll be offering. You probably have 

what you need to get started (computer, Internet and email). Start with what you’ve got and 

build as you go! 

Evaluate your current equipment. Do you have the minimum to start (computer, Internet and 

email)? If not, what are the steps you’ll take to get those things? 

Will you need additional equipment based on the services you will offer? List them. 

What’s on your dream list? Maybe upgrade your computer or a software package?  What type 

of investment will you need to make? 

 

Step 4: Create a business email 

If you have a domain, create a professional email ending in your domain. If not, using Gmail is 

totally acceptable. Hotmail and Yahoo are generally looked upon as being a bit unprofessional 

so stay away from those, if you can. 

Do you have an email address solely for business purposes?  Keep your personal and business 

correspondence separate. 

Create a professional signature to use in your emails. Again, free is where it’s at! You can easily 

do this in Gmail. 

 

Step 5: Create a simple online presence 

Describe your ideal client. Where do they hang out online? Make sure to have an online 

presence where they are. 
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Step 6: Develop processes 

It’s important to have all your ducks in a row early on in your organizational system. That 

includes a few things: how you will bill your clients and what tools you’ll use to manage 

projects. Take some time now to outline that and you’ll save yourself lots of aggravation later. 

This post will help with the onboarding process. Go ahead and read this post and use this space 

to create your onboarding process. 

 

How to Onboard New Clients 

 

Step 7: Don’t forget a welcome packet 

The welcome packet is a PDF that contains important information about your business that may 

or may not already be in your contract. Create the welcome packet before you sign your first 

client, so you don’t have to worry about later. And if you have no clue on what to include, this 

post will help. 

What to Include in Your Welcome Packet? 

Determine your office hours. 

What will be the best way to contact you - email, phone, some other way? 

Describe your referral bonus, if you’ll have one. 

Anything else you want to include in your welcome packet? 

 

Step 8: Set up at least one social media account 

In the beginning, you don’t want to be all over the place online. Concentrate on at least social 

media platform, particularly where your ideal client can be found.  

Where do you currently hang out online and can it be converted easily to a business account? 

List all your social media profiles. 

 

Step 9: Create a portfolio of samples 

Show potential clients what you can do - create samples! 
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What are some samples you can create to showcase your best work? 

How will you display your sample content - Google Drive, Dropbox, Pinterest group board? 

 

See, easy 9 Steps! 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6 
 

About Me 

 

Welcome!  It’s so great to meet you.  If you have arrived on this page, I think you want to 

know what’s up with me.  So, here’s a little crash course for you.  

 

The Boring Stuff:   Executive Assistant with 25+ years’ experience working for “Corporate 

America”, various Small Businesses and other Entrepreneurs. Been in business:  8 years Favorite 

J.O.B. Back Then:  Worked at Altera Corporation (Now Intel) in Customer Service.  I was loving 

this job, making people happy and putting my organization skills to work in a position that had 

no criteria or focus. Developed it into a very positive experience for the entire organization 

through development of procedures, crafting necessary forms, and creating an environment 

where staff was so happy to have someone in position that provided support for them.  

Unfortunately for me, during a major re-org of the company, I was laid off. Oh yes, I was 

crushed of course but knew there was something better for me just around the corner. You can 

check out my information on my Linked-In Account. Enter the creation of my business, VA to 

the ResQ™.  

  

What I Do Now:  As a sought-after Business Manager, I get my joy helping other business 

owners attract more clients, increase their revenue and take back their JOY in their personal life 

and business. I take my sharp organizational, managerial and administrative skills and ‘work a 

touch of magic’ for my clients.  

If this little crash course about me makes you want to jump in and work with me, you can 

contact me here. Check out my blog right here.    

  

 

https://www.linkedin.com/in/lindahenslee/
https://www.lindahenslee.com/blog-2/
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Copyright Notice 

 

All material in this document is, unless otherwise stated, the property of Linda Henslee, Linda Henslee 

Enterprises. Copyright and other intellectual property laws protect these materials. Reproduction or 

retransmission of the materials, in whole or in part, in any manner, without the prior written consent of 

the copyright holder, is a violation of copyright law. 

 

It is unlawful to forward, transfer, distribute, reprint for public consumption or resell this document in any 

manner whatsoever and may not be included in any sale of a business. Unlawful use or distribution 

violates U.S. and International Copyright Law and the seller’s exclusive rights to sell and distribute this 

form. The full extent of all legal remedies will be pursued against violators. Seller reserves the right to 

pursue unauthorized users of this instrument. 

 

Nothing in this Agreement shall limit the rights of Seller to initiate an action against you in any 

jurisdiction where such jurisdiction may be properly exercised. License does not grant right for use in 

any educational or training program. Contact information for requests for permission to reproduce or 

distribute materials are listed below: 

 

Linda Henslee Enterprises 

 

linda@lindahenslee.com 

 

 

 

 

 

 

https://lindahensleeenterprises-my.sharepoint.com/personal/lhenslee_lindahensleeenterprises_onmicrosoft_com/Documents/VA%20to%20the%20ResQ/ACADEMY%20DOCS/FREEBIE/linda@lindahenslee.com

