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Welcome!
As business owners, we have become
accustomed to diy-ing everything for
our business. Whether managing our
inboxes, creating workflows, or
researching the best systems, we tend
to stretch ourselves to do it all. 
 
However, a critical step in shifting from
being the COE (Chief of Everything) to
the CEO (Chief Executive Officer) is
knowing when and what to delegate.
Without help, we stay in the grind zone
and limit our ability to grow and be
more profitable. 

Virtual assistants are an effective and
powerful means to expand capacity,
improve customer service, and
accelerate growth. But to create a
partnership that serves you well from
the beginning, you must identify your
needs and preferences.
 
This workbook will guide you through
identifying the tasks to delegate and
your preferences for how the
relationship will work. Feel free to use all
or some of the workbook as you see fit!
Once completed, you'll be well-prepared
to hire an assistant fast and get to work!

"A critical step in shifting from being the 
COE (Chief of Everything) to the CEO (Chief Executive Officer) 

is knowing when and what to delegate."
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Getting Help Roadmap

Complete a Task Audit
to identify all the work
you do and where you
can use help.

STEP 1

Create a loose job
description for your future
virtual assistant.

STEP 2

Reflect on your
interpersonal and technical
preferences to identify your
work styles.

STEP 3

Find your virtual
assistant by
reaching out to your
network.

STEP 4

Hire and onboard your
virtual assistant.

STEP 5

Be wildly productive and
profitable!

STEP 6
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Evaluate what is left on the list. Group common items together.
Highlight, star, whatever feels best - mark what you will
delegate to a virtual assistant.3

4
Remember: If you need specific professional help, such as
accounting, legal, or public relations, a virtual assistant may
not be best suited for those tasks. Hire a certified industry
professional for those needs. 

We can't ask for help if we don't know what we need
help with. The Task Audit will walk you through steps to
evaluate all your business needs and identify what
activities you will delegate and what activities you
want/need to keep.

Using the pages provided, write down every single task you do
to run your business - big and small, internal and external
facing, daily, weekly, monthly, and annually, ad hoc needs and
any other notes about what keeps your business running.

Circle the items that you need or want to keep. These are direct
revenue generating activities or things you prefer to keep your
hand on. Keep what makes you feel comfortable - remember,
delegating is supposed to ease stress, not create more.

Transfer your final list to the Job Description page. This will be
your reference sheet as you begin conversations with potential
assistants. Bonus, this is a great summary to provide when
onboarding your assistant as well!

The Task Audit
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The Task Audit
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Daily Weekly



The Task Audit
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Monthly Annually



The Task Audit
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Ad Hoc Other Notes



Job Description
Daily Weekly

Monthly Annually

Ad Hoc Other Notes
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Now that we have identified exactly what you need help with, it's
time to look at how you prefer to work with your new assistant.

Fill out the Interpersonal and Technical
preference sheets provided.

Preferences

Be honest! Don't gloss over what you actually
want because you think it may seem
unappealing. 

Keep these sheets handy as you complete
consultation calls potential assistants.

Remember these are your preferences, but
your new assistant may have ideas you
haven't thought of.
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Interpersonal

How do you prefer to communicate? Put in order or preference: email, phone, text,
and chat

When do you prefer your VA to be available? Does time zone matter?

How do you want questions handled? As they come up or a consolidated ask?

How often do you want to have a comprehensive touch base meeting with your
VA? Multiple times a week? Once a week? Every two weeks?
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What turnaround time do you expect for task requests?

When addressing issues, do you require full picture context or just bullet points?



Technical

Will the VA be interacting directly with your customers? If yes, do you want them
to conduct business under their own email address or under one you set up for
them?

How will you pay your assistant? (eg Check, PayPal, Stripe, Zelle)

Will you use a tool to collaborate and delegate? (eg Trello, Asana, Monday)

Where will you share files? (eg Dropbox, Box, Google Drive)
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What specialty softwares will you need to train your assistant on?

How will you conduct your touch base meetings? (eg Phone, Zoom, Skype)



Ah - the magic question! Where do you find a reliable,
dependable, responsive virtual assistant?
 
It's easier than you think.

Start with your intimate network. Send
emails/messages to your close peers letting
them know that you're looking and what
you're looking for. 

Where to find a VA?

Ask your wide network. If you don't get any
leads from your close peers, cast out the net
on LinkedIn and other social media websites. 

Submit an RFP. Organizations such as the
International Virtual Assistants Association
and Association of Virtual Assistants have an
RFP form for you to submit your job
description.

A few notes:
 
Chances are someone you know has hired a virtual
assistant, knows someone who has hired a virtual
assistant, or IS a virtual assistant. Work your
network first and you're likely to get someone you
more easily trust.
 
Steer away from freelance job submission sites. Not
only will you have less control over your agreement
with your assistant, you run higher risks of privacy
loss.
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Congratulations! You found an assistant! Now they need to be onboarded.
 

Below is a list of items you and your virtual assistant may need to start
working together. Note: not all will apply to your business or needs.

Onboarding Your VA

Signed contract and other
legal/financial
documentation.

Communication tool login
information (eg Zoom,
Webex, GoToMeeting)

Email address set up or login
information

Document sharing access or
login information (eg
Dropbox, Box, Google Drive)

Calendar delegate access or
login information

Collaboration tool access (eg
Trello, Asana, Monday.com)

Credit card information if
assistant will be purchasing 

Specialty software access or
login information

Travel reward/frequent flier
numbers and login
information

Key contacts list (eg
business partners,
spouse/partner, VIP
customers)

Expense reporting access or
login information

Current and upcoming
priorities list (eg projects,
events, product launches)
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Pro Tip: If you don't know how to set up an email account or
delegate your calendar access, ask your new VA!



Tools & Resources
Website Hosting Platform

To gain exposure and gain credibility as a
legitimate business, you must have a

website. This can be the most
overwhelming piece of the set up process
but today's platforms come with templates

to make creating a website quick and
painless.

 
In order from easiest to most complicated:

Wix
Squarespace

Wordpress

Email Platform

Many website hosting services will offer
you an email hosting package add-on. All
branded email addresses will cost you a
monthly fee. Because of this, ensure you

are getting a full suite of products,
including calendar and storage options.

 
The two most popular email platforms are:

Google Suite
Office 365

Contracts

Never engage in business with anyone
without having a fully executed contract in
place. Friends, family, reliable contact - it

doesn't matter. You need a contract.
 

Thankfully, you won't have to hire a lawyer
because the legal team over at The

Contract Shop has you covered. Their
templates will protect you and your

business from Day One with on-going
support and training.

Bookkeeping

Keeping track of your finances will be
paramount. Get set up appropriately by
having a tool to track your income and
expenses. Your business finances will

quickly outgrow a simple spreadsheet so
start using the right tool from the

beginning.
 

I highly recommend
Quickbooks Self-Employed

which keeps track of spending, mileage,
and estimated taxes.

Time Tracking

Knowing how you spend your time is key to
understanding your pricing structures and
efficiency.  While you may want to just use

a spreadsheet, trust me, using an online
time tracker is infinitely easier!

 
Toggl is my favorite because time can be

entered manually or by timer. Additionally,
you can split up clients, projects, enter
billable rates, and run reports. Bonus! A

super professional time log can be
downloaded to send out.

Invoicing

Sending clients invoices can be quite
tedious especially if you're creating each

individual document and then also tracking
them. Use an online tool to create, track,

and store invoices.
 

The leading invoicing software is Invoicely.
The clean, easy-to-use interface means

quick set-up and getting paid faster!

This page contains affiliate links but is not sponsored. At the time of publication, I use all products in my business and fully endorse them.
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https://thecontractshop.com/?ref=jenniferlawrence3
http://fbuy.me/l6SJd
https://toggl.com/
https://invoicely.com/


Tools & Resources
Payment Platforms

How you actually get paid is entirely up to
you and your client. However, don't move

forward without having a separate account
for your business funds and expenses. This

makes tax time significantly easier!
 

Payment platform options include:
Quickbooks, PayPal, Stripe, Invoicely,

Check, Direct Deposit, Zelle
 

Be mindful of the commission platforms
collect for processing your payments!

Video Communication

Be ready with video communication tools.
You will need these as early as the initial

consultation and they can be a useful tool
for meetings later on. Sign up for accounts

now and you're ready to go!
 

The four most popular + free tools are:
Zoom
Skype

Google Hangouts
FaceTime

Project + Task Management

Explore how you would like to manage the
flood of tasks you have coming in and pick
a method that suits your organization style.

 
Common methods + tools:

Pen + Paper, Spreadsheet, Email Task List,
Trello, Asana, Monday.com

 
Don't pay for anything unless you KNOW

you will stick with it.

Document + Information Sharing

Collaborating with your assistant and
sharing information in a secure way is vital.

All cloud file storage options have their
pros and cons, but I encourage you to be

familiar with the most popular ones.
 

Documents:
Google Drive, DropBox, Box

 
Also, share logins, passwords, and other

sensitive information securely using
LastPass.

Stock Photos + Design

Your materials can be effortlessly
professional with two powerful resources.

 
First, invest in stock photos from a
talented, smaller source. I highly

recommend Styled Stock Society, which
not only provides new photos every month
but also fillable templates for social media.

 
Second, create logos, cards, and other
materials like a pro using the easiest

design tool ever - Canva.

Mailing List Platforms

As a business owner, you have to have a
mailing list. Social media trends come and
go but email is here to stay. Using a mass
mailing system is the best way to keep in

touch with your clients.
 

There are a number of platforms out there
but my favorite is Mailchimp because the

interface is intuitive and it's free!

This page contains affiliate links but is not sponsored. At the time of publication, I use all products in my business and fully endorse them.
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https://lastpass.com/f?97011061
https://styledstocksociety.com/?aff=jenlawrenceadmin
http://eepurl.com/gilJi1


Need More Guidance?
THE NEXT STEPS FOR YOUR

BUSINESS CAN BE DAUNTING.

THAT'S WHERE I CAN HELP.

I have coached numerous business owners through
the process of evaluating their productivity,

identifying areas for systems and delegation, and
taking action to accelerate their growth. I'd love to

do the same for you.
 

Contact me below to inquire about coaching.

CLICK HERE NOW!
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https://jenlawrence.co/contact/
https://jenlawrence.co/contact/


Notes
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