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a-ok admin, Unit M8, 115 Abercorn Street, Paisley, PA3 4AT

Tel: 0844 884 9038; Email: clare@a-okadmin.co.uk, Web: www.a-okadmin.co.uk
Virtual Assistance and Mailing Services
· Mail-shots to promote your business
· Letters/invoices to existing clients

· Christmas cards

· Catalogue/brochure requests

· Products for sale on your e-commerce website

Some or all of these tasks are important in any business but can be very time-consuming, especially when you have other things on your priority list.  However, help is at hand in the form of a Virtual Assistant.  He or she can help you to compile and manage the distribution list, perform a mail merge to produce letters and labels, fill the envelopes and post them direct to your contacts.

If you have an e-commerce website, you can even arrange for your VA to receive a copy of all your orders or brochure requests so that items can be posted directly, without any intervention from you.

Some of the benefits of outsourcing your postage to a VA are:

1. It allows you to promote your business while you concentrate on running your business

2. Quicker turnaround time – a VA will have a high level of skill in the use of relevant software which means that they will be able to complete the job quickly and efficiently

3. Storage – your VA may be able to help with this too.

How a-ok admin can help

We have experience in the storage and mailing of small items such as books, and in the preparation and posting of letters and invoices.  If you are interested in possibly outsourcing some or all of your mailing tasks, then please get in touch with us to discuss how we can meet your needs.
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