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Choosing and Working with a Virtual Assistant
· Coordinating the diary
· Managing emails

· Invoicing

· Making travel arrangements
These are just some of the tasks which take up a lot of your valuable time and can be key to your business yet when you need to be out of the office, networking, developing your business or working on customer orders, they can end up at the bottom of the priority list.  So what can you do when you really need some help but cannot afford or justify hiring a member of staff?  Well you could hire a Virtual Assistant to help you, but with so many to choose from how do you know which one is right for you?
Factors to Consider when Choosing a VA
Location – although most tasks can now be done remotely, this is still something to consider.  Will you need to meet your VA face to face now and again or can everything be done via email?  What about timezone, will this impact on your communication with your VA or be an advantage?  Price may also be reflected by the location of your chosen VA and if this directly influences the quality of the completed work, then it may be a key factor in your decision.

Availability and Working Hours – some VAs work full time from an office others work part time from home.  Does your VA need to be available when you are in the office or is it possible for your tasks to be completed anytime within a given deadline?  It is important to decide what you require and look for a VA that can match your requirements.

Qualifications and Experience – the skills and experience of the VAs available is diverse.  Some are from traditional secretarial backgrounds, others specialise in legal or medical fields and there are those that come from a more general, management support environment.  Again, it is important for you to identify any specific skills you will require and to decide whether or not you are able to provide some training and guidance to your VA.

Tips for Getting the Best out of your Relationship with a VA
For many, the thought of handing over responsibility to someone who is not in the same office, town or even the same country can be quite daunting, especially if you have never met.  Of course the key to making it work is by building up trust and developing a good understanding between you and your VA.  Here are some tips that may help:

1. Give clear instructions and ensure that your VA fully understand your expectations

2. Use all means of communication available to you – email is great but sometimes it is much easier to explain things on the telephone
3. Allow sufficient time for your VA to learn how you and your business operate, your company standards, procedures and culture
4. Trust in the abilities of your VA – your VA will be highly skilled and organised but they cannot be expected to be an expert in everything.  However, most will learn new skills quickly and will try their very best to support your needs

5. Learn to let go – you can’t do everything yourself, that’s why you’ve chosen a VA.  Put in a little bit of time and effort and you can develop a long-lasting, trusting relationship with someone who understands your business and is able to fulfil all your requirements.  You will start to wonder how you ever managed before!

How a-ok admin can help you
a-ok admin is based in Paisley, Scotland and is run by Clare Farquhar (BA (Hons.) who comes from a background of supporting senior managers and company directors within an international manufacturing organisation.  

We work from our own office providing administrative and secretarial support to a diverse range of clients throughout the UK and worldwide.  Our usual working hours are afternoons and evenings Monday to Friday and weekends if required.  However, we are also flexible enough to accommodate other requirements.

We would be more than happy to answer any questions you may have about virtual assistance or to discuss your specific requirements.
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