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🚀  PHASE 1: FOUNDATION Weeks 1–4 

 
This phase is about knowing yourself, understanding the market, and building a solid plan before you invest time 
in learning the wrong things. 

 

What is a Virtual Assistant? 
A Virtual Assistant (VA) is a remote professional who provides administrative, technical, or creative support to 
clients from home. Common tasks include: 

•​ Email management & inbox organization 
•​ Scheduling appointments & calendar management 
•​ Data entry & spreadsheet management 
•​ Social media content & community management 
•​ Customer service & client support 
•​ Basic bookkeeping & expense tracking 
•​ Online research & reporting 

 

Step 1: Self-Assessment & Planning (Week 1) 

🎯 Action Items 

•​ Identify your natural strengths (organization, writing, social media, tech) 
•​ Assess your time availability — part-time vs. full-time 
•​ Determine your learning style (videos, reading, hands-on practice) 
•​ Set realistic income goals for months 1, 3, and 6 

 

Free Assessment Resources 
 

•​ Personality Test (16 Personalities): https://www.16personalities.com/ 
•​ Indeed Career Advice: https://www.indeed.com/career-advice 
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Step 2: Explore VA Niches (Weeks 1–2) 
Choose 2–3 niches that interest you based on your skills and market demand: 

 
 

🗂 Administrative VA 
• Email & scheduling 
• Data entry & reports 
• Document management 
• Travel coordination 

 

📱 Social Media VA 
• Content creation & posting 
• Community management 
• Analytics & reporting 
• Canva graphics 

 

🔍 Research VA 
• Competitive analysis 
• Lead list building 
• Market research 
• Data compilation 

 

  

💰 Bookkeeping VA 
• Invoice & expense tracking 
• QuickBooks basics 
• Bank reconciliation 
• Financial reports 

 

🛒 E-commerce VA 
• Product listings 
• Order management 
• Customer support 
• Inventory tracking 

 

🏠 Real Estate VA 
• Lead management 
• CRM data entry 
• Property research 
• Appointment setting 

 
 

Step 3: Market Research (Weeks 2–3) 

💡 What To Do 

•​ Visit job boards and note 10–15 postings in your chosen niche 
•​ Note required skills, experience levels, and pay rates 
•​ Identify gaps between what's required and your current skills 
•​ Save job postings in a Google Doc for future reference 

 
Best job boards to research:  

•​ Upwork: https://www.upwork.com/ (browse without applying) 
•​ Fiverr: https://www.fiverr.com/ (see service offerings) 
•​ OnlineJobs.ph: https://www.onlinejobs.ph (PH-focused market) 
•​ Indeed: https://www.indeed.com/ (global listings) 
•​ Remote.co: https://www.remote.co/ 
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Step 4: Create a Learning Plan (Weeks 3–4) 
Map out your 12-week skill development journey. Create a Google Sheets tracker with: skill to learn, learning 
resource, estimated time, and target completion date. 

 

📅 Sample 12-Week Learning Timeline 

•​ Weeks 1–2: Time Management & Notion setup 
•​ Weeks 3–4: Email communication & Gmail mastery 
•​ Weeks 5–6: Calendar & scheduling tools 
•​ Weeks 7–8: Spreadsheets & data management 
•​ Weeks 9–10: Social media tools & Canva basics 
•​ Weeks 11–12: CRM systems & client management 
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🛠️  PHASE 2: CORE SKILLS 
DEVELOPMENT 

Weeks 5–12 

 
Master these 7 essential skills that apply to almost every VA role. Spend 1–3 weeks on each based on your 
chosen niche. 

 

1 
Time Management & Organization 
VAs manage multiple tasks for multiple clients — this is the foundation of everything. 

 
📚 Free Resources 
→ Coursera – Time Management (free audit) 
→ YouTube – Ali Abdaal (productivity) 
→ Notion Tutorial 
→ Google Calendar Mastery 

 ✍️ Practice Exercise 
Set up a Notion workspace, create a time-blocking 
template, and practice organizing 5 mock projects 
with deadlines. 

 

 

 

2 
Email & Communication Excellence 
Email management is 80% of VA work — master it early. 

 
📚 Free Resources 
→ HubSpot Email Academy 
→ Gmail Guide 
→ Grammarly (free) 
→ YouTube – Email Etiquette 

 ✍️ Practice Exercise 
Write 10 professional emails, set up Gmail 
filters/labels, and create a quick-response template 
system. 

 

 

 

3 
Calendar Management & Scheduling 
Scheduling is a core VA responsibility for almost every client. 

 
📚 Free Resources 
→ Google Calendar Guide 
→ Calendly (free) 
→ YouTube – Calendar Management 
→ Zapier Free Tier 

 ✍️ Practice Exercise 
Set up Google Calendar with color-coding, 
configure Calendly, and practice scheduling across 
time zones. 
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4 
Spreadsheet & Data Management 
Most VA work involves organizing and presenting data. 

 
📚 Free Resources 
→ Google Sheets Academy 
→ Coursera – Google Sheets 
→ Google Workspace YouTube 
→ DataCamp Free Track 

 ✍️ Practice Exercise 
Build a client contact database, invoice tracker, 
expense sheet — learn SUM, IF, VLOOKUP, and 
pivot tables. 

 

 

 

5 
Basic Social Media Management 
Many VA roles include social media support. 

 
📚 Free Resources 
→ Buffer Academy 
→ Hootsuite Academy 
→ HubSpot Academy – Social Media 
→ Canva Design School 

 ✍️ Practice Exercise 
Plan 4 weeks of content, create 8–10 Canva 
graphics, write captions for different platforms, set 
up Buffer free account. 

 

 

 

6 
Customer Service & Communication 
VA work requires excellent interpersonal and communication skills. 

 
📚 Free Resources 
→ Coursera – Customer Service 
→ MindTools 
→ YouTube – Communication Skills 
→ LinkedIn Learning (free trial) 

 ✍️ Practice Exercise 
Write 5 empathetic customer responses, practice 
conflict resolution emails, try Zendesk free trial. 

 

 

 

7 
Introduction to CRM Systems 
Clients use CRM platforms to manage relationships and workflows. 

 
📚 Free Resources 
→ HubSpot CRM (free forever) 
→ HubSpot CRM Certification 
→ Salesforce Trailhead 
→ Zoho CRM Help 

 ✍️ Practice Exercise 
Set up HubSpot free CRM, create sample contacts, 
manage a mock sales pipeline, and complete the 
free certification. 
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FREE MARKETING TOOLS 

Social Media Content Inspiration 

●​ Pinterest – Graphics, carousel ideas, infographics, seasonal posts. 
●​ Instagram – Study competitors, Reels, Stories, captions. 
●​ Facebook Ad Library – See active ads from any brand for free. 
●​ TikTok Creative Center – Trending videos, hashtags, sounds. 
●​ LinkedIn – B2B content and thought leadership. 
●​ Reddit – Discover questions, pain points, and discussion topics. 
●​ AnswerThePublic – Find questions people ask online. 
●​ Google Trends – Trending searches and seasonal interest. 
●​ Exploding Topics – Emerging trends before they go mainstream. 

Email Marketing Templates 

●​ Mailchimp Email Templates – Free responsive email templates. 
●​ Stripo – Hundreds of free drag-and-drop email templates. 
●​ Beefree – Free email builder and templates. 
●​ Unlayer – Responsive email templates. 
●​ Really Good Emails – Thousands of real marketing emails from brands. 
●​ Mosaico – Open-source email template editor. 

Marketing & Copy Inspiration 

●​ Swipe Files – Marketing examples and copywriting ideas. 
●​ Good Sales Emails – Cold email examples. 
●​ Marketing Examples – Landing pages, emails, ads, psychology. 
●​ Really Good UX Emails – Welcome, onboarding, transactional emails. 

Design & Content Assets 

●​ Canva Templates – Social posts, newsletters, flyers. 
●​ Freepik – Icons, vectors, mockups (free with attribution). 
●​ Pexels – Free stock photos and videos. 
●​ Unsplash – High-quality free photography. 
●​ Pixabay – Photos, illustrations, videos. 

Caption & Content Ideas 

●​ HubSpot Blog – Marketing content ideas and templates. 
●​ Buffer Blog – Social media strategy and post ideas. 
●​ Hootsuite Blog – Social trends and content calendars. 
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●​ Later Blog – Instagram and content marketing tips. 

 

 
Free VA Learning Hub  •  Page 9 of 41  •  Your JEM in the Virtual World 

https://later.com/blog/?utm_source=chatgpt.com


 
🎯 VA Learning Hub from Jem Dela Cruz Zero Experience  to First Client Roadmap 

 

⚡  PHASE 3: ADVANCED SKILLS & 
SPECIALIZATION 

Weeks 13–20 

 
Now go deep into your chosen niche. Pick the path that matches your goals and market demand. 

 

📱 SOCIAL MEDIA VA PATH 

→ Instagram & TikTok Strategy 
→ Meta Blueprint (Facebook/IG Ads) 
→ Content Calendar Planning 
→ Google Analytics 
→ CapCut Video Editing (free) 
→ Canva Advanced Design 

 

💰 BOOKKEEPING VA PATH 

→ Basic Accounting – Khan Academy 
→ QuickBooks Online Tutorials 
→ Xero Learning 
→ Wave Free Accounting 
→ Expensify (free) 
→ IRS Self-Employed Guide 

 

🗂 ADMINISTRATIVE VA PATH 

→ Asana Guide 
→ ClickUp University 
→ Monday.com 
→ Otter.ai (free transcription) 
→ Trello Guide 
→ Notion Templates 

 

🎧 CUSTOMER SERVICE VA PATH 

→ Zendesk Free Trial 
→ Freshdesk (free plan) 
→ Intercom 
→ Typeform Surveys (free) 
→ HubSpot Customer Service 
→ Live Chat – Drift 
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🌐  PHASE 4: BUILDING YOUR ONLINE 
PRESENCE 

Weeks 21–24 

 

Step 1: Personal Branding 
Define your VA elevator pitch, your niche, and the clients you want to attract. Consistency across platforms builds 
trust. 

✨ Sample VA Elevator Pitch 

"I'm a social media VA specializing in helping small e-commerce businesses grow their Instagram 
presence. I create content calendars, design graphics, and manage daily posts so business owners 
can focus on sales." 

 
Free Brand Tools:  

•​ Canva Logo Maker: https://www.canva.com/create/logos/ 
•​ Color Palettes: https://colorhunt.co/ 
•​ Typography Guide: https://www.canva.com/design-school/articles/typography/ 

 

Step 2: Build Your Portfolio 

🗂 FREE Portfolio Templates 

→ Browse VA Portfolio Templates on Canva 
→ Create & Store Work in Google Drive 
→ Build a Notion Portfolio 
→ Carrd.co (affordable one-pager, $19/yr) 
 
What to include: Professional photo • Elevator pitch • 3–5 services • 2–3 case studies • 
Testimonials • Contact info 

 

Step 3: Professional Social Media Setup 
LinkedIn is critical. Optimize your headline using this formula: Role + Skills + Niche + Result 

Example: "Virtual Assistant | Social Media Management | Helping Entrepreneurs Scale" 

 
•​ LinkedIn Learning – Profile Optimization: 

https://www.linkedin.com/learning/linkedin-profile-optimization 
•​ LinkedIn (create or optimize account): https://www.linkedin.com/ 
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Step 4: Build Your Email List 

•​ Mailchimp (free tier): https://mailchimp.com/ 
•​ Brevo (free): https://www.brevo.com/ 
•​ ConvertKit (free for 25 subs): https://convertkit.com/ 

Create a lead magnet (content calendar template, email template pack, or VA checklist), write a 3–5 email 
welcome sequence, and post it on your website. 
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💼  PHASE 5: LAUNCHING YOUR 
BUSINESS 

Weeks 25+ 

 

Pricing Strategy 

Beginner Intermediate Advanced Expert 

$15–25/hr $25–40/hr $40–75/hr $75–150+/hr 

No experience 3–6 months 1+ year Specialized niche 
 

Top Freelance Platforms 

Category Tool Free Resource 

🌐 General Upwork https://www.upwork.com/ 

🌐 General Fiverr https://www.fiverr.com/ 

🇵🇭 PH Focused OnlineJobs.ph https://www.onlinejobs.ph 

🇵🇭 PH Focused VirtualStaff.ph https://virtualstaff.ph 

🌐 General Freelancer.com https://www.freelancer.com/ 

🌐 General PeoplePerHour https://www.peopleperhour.com/ 

🛡 Stable Work Belay Solutions https://www.belaysolutions.com/ 

🛡 Stable Work Fancy Hands https://www.fancyhands.com/ 
 

Writing a Winning Proposal 

📝 Proposal Template 
Subject: [Client Name] – Enthusiastic About [Specific Task] 

 

Dear [Client Name], 

 

I'm excited to help with [specific task they posted]. 

 

Why I'm a great fit: 

• [Relevant skill 1] 

• [Relevant skill 2] 

• [Relevant skill 3] 
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What I propose: 

• [Specific approach to their problem] 

• [Timeline + expected results] 

 

About me: [Brief relevant experience or training] 

 

I look forward to working with you! 

Best regards, [Your Name] 

 
Pro Tips:  

•​ Personalize EVERY proposal — never copy/paste 
•​ Show you read their entire job post 
•​ Highlight how you solve their specific problem 
•​ Include link to your portfolio 
•​ Keep proposals under 250 words 
•​ Proofread 3 times before sending 
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📈  PHASE 6: EARNING & GROWING Month 1–12+ 

 
 

Month 1–3 | Foundation 
• Goal: $500–$1,500/mo 
• Secure 2–3 small clients 
• Build 5-star reviews 
• Write 4–8 blog posts 
• Network in your niche 

 

Month 4–6 | Optimize 
• Goal: $1,500–$3,500/mo 
• Increase rates 10–20% 
• Get 10+ testimonials 
• Develop packages 
• Start local networking 

 

  

Month 7–12 | Scale 
• Goal: $3,500–$7,000+/mo 
• Raise to intermediate rates 
• Develop signature service 
• Consider hiring a junior VA 
• Build strategic partnerships 

 

Year 2+ | Grow 
• Authority building 
• Launch podcast/YouTube 
• Premium positioning only 
• Fully booked with waitlist 
• Document your SOPs 
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🔍  SECTION 7: PROFILE OPTIMIZATION 
GUIDE 
LinkedIn & Upwork — Step-by-step for Virtual Assistants 

 

💡 Why This Matters 

Your profile is your online resume, portfolio, and first impression combined. Clients decide within 
seconds whether to check your experience, message you, or scroll past. 

•​ Appear in search results 
•​ Look professional and credible 
•​ Build trust faster 
•​ Attract better-paying clients 

 

PART 1: LinkedIn Optimization 

Ste
p 1 

Professional Profile Photo 
Good lighting, clean background, face clearly visible, friendly and professional. Avoid selfies, 
filters, or group photos. A photo near a window with natural light works perfectly. 

 

Ste
p 2 

Strong Headline (Formula) 
Role + Skills + Niche + ResultExample: "Social Media VA | Canva | Content Scheduling | 
Engagement Support for E-commerce" 

 

Ste
p 3 

Optimized About Section 
Include: who you help, your key skills, tools you know, transferable strengths, and a CTA like 
"I'm open to opportunities and excited to help businesses grow." 

 

Ste
p 4 

Relevant Experience 
Reframe your old jobs. "Answered calls" becomes "Managed customer inquiries professionally, 
maintained organized records, coordinated schedules in a fast-paced environment." 

 

Ste
p 5 

Strategic Skills Section 
Research job posts in your niche. List the most-repeated skill keywords — CRM Management, 
Lead Generation, Canva, GoHighLevel, etc. These drive LinkedIn search results. 

 

Ste
p 6 

Certifications & Courses 
Add free certifications: Google Workspace, HubSpot, Meta Blueprint, Canva Design School, 
Coursera, LinkedIn Learning. Only add what's relevant to your niche. 
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Ste
p 7 

Build Your Network 
Send 5–10 connection requests daily to business owners, recruiters, VA agency owners, and 
coaches. Stay active by posting tips, your VA journey, or client wins weekly. 

 

PART 2: Upwork Profile Optimization 

Ste
p 1 

Clear Profile Title 
Be specific and searchable. Not "Freelancer" — instead: "Virtual Assistant | Admin Support | 
Data Entry Specialist" or "Real Estate VA | Lead Generation & CRM Support" 

 

Ste
p 2 

Effective Overview 
Hook → Services → Tools → Work Ethic → CTA. Focus on how you help clients, not on 
yourself. End with: "Let's work together to help your business run more smoothly." 

 

Ste
p 3 

Skills Section (Research First) 
Search Upwork jobs in your niche. Note repeated keywords — Lead Generation, GoHighLevel, 
Appointment Setting, Canva, Email Outreach. Add only what you genuinely know. 

 

Ste
p 4 

Specialized Profiles 
Create niche-focused profiles if possible: General VA, Social Media VA, Executive Assistant, 
Real Estate VA. This attracts more targeted clients. 

 

Ste
p 5 

Portfolio 
Even beginners can build one. Include Canva graphics, email templates, sample data 
spreadsheets, research samples, content calendars. Presentation matters. 

 

Ste
p 6 

Proposal Strategy 
Never copy-paste. Mention the client's specific problem. Explain exactly how you'll solve it. 
Keep it concise, sound human, and avoid begging for work. 

 

⚠️ Most Common Profile Mistakes 

•​ Too generic ("hardworking freelancer" tells clients nothing) 
•​ No keywords (clients can't find you in search) 
•​ Weak profile photo (reduces trust immediately) 
•​ Empty portfolio (even sample works beat nothing) 
•​ Inactive profile (clients prefer active, responsive freelancers) 
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📄  SECTION 8: RESUME & PORTFOLIO 
GUIDE 
Build client-ready documents even with no prior VA experience 

 

📂 FREE TEMPLATES 

Resume Template:  https://canva.link/val9kwg29abyi98 
 
Portfolio Template:  https://canva.link/2dhqlkq0m4t9ccp 
 
Filter by 'resume' or 'portfolio', pick a clean design, customize with your details, and export as PDF. 

 

VA Resume Checklist 
☐  Clear VA Job Title (e.g., Social Media VA | Content Scheduling) 
☐  Strong Professional Summary (3–4 sentences: who you help, your skills, tools you know) 
☐  Core Skills Section (Email Management, Calendar, Data Entry, Lead Gen, etc.) 
☐  Tools You Know (Google Workspace, Canva, ClickUp, Trello, Slack, ChatGPT) 
☐  Transferable Experience (frame previous jobs in VA terms) 
☐  Freelance or Practice Projects (show initiative even without paid experience) 
☐  Education (brief, include any relevant certifications) 
☐  Portfolio or Sample Work Link (Google Drive, Canva, or your website) 
 

Transferable Experience Examples 
You don't need VA experience to start. Reframe what you already have: 

✏️ Before & After 

•​ "Answered customer calls" → "Managed customer inquiries professionally and resolved 
issues efficiently" 

•​ "Filed documents" → "Organized and maintained digital and physical records using Google 
Drive" 

•​ "Helped with presentations" → "Created and formatted business presentations and reports 
for management" 

 

AI Resume Generator Prompt 

🤖 ChatGPT Prompt to Use 
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Act as a professional resume writer specializing in Virtual Assistant resumes. 

Create an ATS-friendly resume for someone transitioning into freelancing as a VA. 

Structure: Professional Summary | Core Skills | Tools | Professional Experience | 
Freelance/Project Experience | Education 

Highlight: organization, communication, scheduling, research, and administrative 
support. 

 
 
 

VA PORTFOLIO PROMPT BUILDER 

🤖 Write Your Portfolio Like a Pro VA  
Even Without Experience 

Ready-to-use portfolio copy prompts for every VA niche. Fill in your details, paste the 
prompts into your website, Notion, or PDF portfolio, and land your first client. 

 

Portfolio Template:  CLICK HERE (MAKE A COPY) 
PORTFOLIO GUIDE: CLICK HERE 

How to Use 
Pick your niche → Read each section prompt → Replace [bracketed items] with your own details 

→ Copy & paste into your portfolio. Each prompt is beginner-friendly — no client experience 

required. 

Executive Assistant VA 
For aspiring VAs supporting CEOs, founders, and busy professionals 
 
Replace all [bracketed placeholders] with your own information. If you have no paid experience yet, 
use training projects, volunteer work, or personal projects — these count! 

 
1.​ HERO/HEADLINE (First Impression) 

 
Your Strategic Partner Behind the Scenes. 
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Hi, I'm [Your Name] — an Executive Virtual Assistant who helps driven founders and busy 
professionals reclaim their time, clear the noise, and move forward with clarity. 
 
I specialize in [calendar management / inbox zero / project coordination — pick 2–3], so you can 
stay focused on what only you can do. 
 
📍 Based in [City/Country] · Available [timezone] · Open to [full-time / part-time / project-based] 
work 
 
Keep this short and punchy. Focus on the result (reclaim time, reduce chaos), not just your job title. No experience needed 
— frame it as your mission. 

 

2.​ Skills & Expertise 
 
What I Bring to the Table 
 
✦ Calendar & Schedule Management — I manage complex multi-timezone calendars, schedule 
meetings, and guard your time from unnecessary blocks. 
 
✦ Inbox Management & Communication — I triage, draft, and organize emails so your inbox 
reflects your priorities, not everyone else's. 
 
✦ Task & Project Coordination — I keep projects moving using tools like [Asana / Trello / ClickUp / 
Notion], track deadlines, and follow up with your team so nothing slips. 
 
✦ Travel Planning & Logistics — From booking flights to creating detailed itineraries, I handle 
end-to-end travel coordination. 
 
✦ Document & Report Preparation — I prepare, format, and organize presentations, reports, and 
SOPs using [Google Workspace / Microsoft Office]. 
 
✦ Research & Briefing — I compile concise briefings, competitive research, and meeting prep 
notes so you walk into every room ready. 
 
No task is too small. No deadline is too tight. 
 
Even if you haven't done these professionally, you likely have transferable skills. List tools you've practiced with, even 
through free trials or YouTube tutorials. 

 

3.​ Tools I Use 
Tools & Platforms I Work With 
 

 
Free VA Learning Hub  •  Page 21 of 41  •  Your JEM in the Virtual World 



 
🎯 VA Learning Hub from Jem Dela Cruz Zero Experience  to First Client Roadmap 

 

📅 Scheduling: Google Calendar, Calendly, Outlook Calendar 
📬 Email: Gmail, Outlook, Front 
📋 Project Management: Asana, Trello, ClickUp, Notion, Monday.com 
📁 File & Docs: Google Drive, Dropbox, Microsoft 365 
✈️ Travel: TripIt, Airbnb, Google Flights, Booking.com 
💬 Communication: Slack, Zoom, Microsoft Teams, Loom 
🔐 Password & Security: LastPass, 1Password 
 
Fast learner — if you use a different tool, I'll get up to speed quickly. 
 
Only list tools you've actually used or practiced with. Add "Currently learning: [tool]" if you're building skills right now. 

 

4.​ How I work with clients 
 

My Partnership Approach 
 
I don't just take tasks off your plate — I think ahead, spot problems before they become 
emergencies, and treat your business like it's my own. 
 
Here's how we work together: 
 
Week 1 — Deep Dive 
We start with a discovery call where I learn your workflows, priorities, communication preferences, 
and non-negotiables. I'll document everything so nothing gets lost. 
 
Ongoing — Proactive Support 
I check in daily with a status update, flag anything that needs your attention, and handle the rest 
independently. I send weekly summaries so you always know what's been done. 
 
My Promise 
• You'll always know where things stand 
• I communicate before issues become problems 
• I respect your time — no unnecessary pings 
• I adapt to how YOU work, not the other way around 
 
 

5.​ Communication Style 
How I Communicate 
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I know your inbox is already full — so I keep communication tight and purposeful. 
 
📍 Response Time: Within [2–4 hours] during working hours ([timezone]) 
📍 Updates: Daily check-ins via [Slack / email / Loom] — your preference 
📍 Style: Clear, direct, no fluff. I give you what you need to make decisions fast. 
📍 Escalation: I handle what I can. I flag only what truly needs you. 
 
I mirror your preferred communication style and adjust my tone to match your culture — whether 
that's formal executive correspondence or casual Slack messages. 
 

6.​ Why am I a Long-term fit 
Why Clients Stay With Me 
 
Finding a great EA isn't easy — and onboarding someone new every few months is exhausting. 
Here's why my clients stick around: 
 
→ I invest in learning your business deeply, so I get better over time — not just more comfortable. 
→ I'm proactive, not reactive. I anticipate your needs before you have to ask. 
→ I treat confidential information with the utmost discretion. Your trust is non-negotiable. 
→ I'm genuinely committed to your growth. When you win, I win. 
→ I'll tell you honestly when something isn't working, so we can fix it before it's a problem. 
 
I'm not looking for a gig. I'm looking for a partnership. 

7.​ Sample Projects 
 
Sample Work & Projects 
 
📌 Project 1 — Calendar Audit & Restructure (Spec/Personal Project) 
Audited a mock executive's cluttered calendar, identified 6 hours of recoverable time per week, and 
restructured meetings by priority tier. Implemented a time-blocking system using Google Calendar 
color coding. 
Skills shown: calendar management, prioritization, systems thinking 
 
📌 Project 2 — Inbox Zero SOP (Training Project) 
Built a complete Gmail inbox management SOP including labels, filters, canned responses, and a 
daily triage checklist. Designed to bring any inbox from chaos to zero within one week. 
Skills shown: documentation, email management, process design 
 
📌 Project 3 — Research Brief (Practice Project) 
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Prepared a 2-page executive briefing on [a topic you know well] — formatted for quick reading with 
key findings, recommended actions, and source links. 
Skills shown: research, writing, executive communication 
 
💡 All sample projects available upon request. Happy to complete a paid trial task before we 
commit. 
 
No client yet? Create these yourself as spec projects. They are 100% legitimate portfolio pieces. Label them clearly as 
"practice" or "spec" — clients respect honesty and initiative. 

 

8.​ Call to Action 
 

Ready to Get Your Time Back? 
 
If you're a founder, CEO, or executive who's tired of managing your own calendar, drowning in 
emails, and dropping balls — let's talk. 
 
I offer a free 30-minute discovery call where we'll map out exactly how I can support you. 
 
👉 Book a Call: [Calendly link] 
📧 Email Me: [your email] 
💼 LinkedIn: [your profile] 
 
Spots are limited — I work with a small number of clients to ensure quality support. 

OTHER PORTFOLIO PROMPTS HERE FOR: 
Social Media Manager 
Ecommerce VA 
Real Estate VA 
Marketing VA 
General VA 
Creative VA 
Tech/Admin VA 
 

CLICK HERE: PORTFOLIO GUIDE PROMPTS 
FOR OTHER NICHES 
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📱  SECTION 9: SMM WORKFLOW AFTER 
CONTRACT SIGNING 
A step-by-step system for beginner Social Media Managers 

 

PHASE 1: Client Onboarding (Day 1–3) 
 
Step 1: Welcome & Expectations 
Send a welcome email. Confirm: start date, platforms to manage, posting frequency, and working hours. Never 
assume — always confirm in writing. 

 
Step 2: Collect Access & Assets 
Get account access, brand logo, brand colors, fonts, website link, and any existing Google Drive folders. 

 
Step 3: Client Questionnaire 
Ask about: target audience, brand voice, goals (followers/leads/sales), competitors, and content do's and don'ts. 
Save in Notion or Google Docs. 

 

PHASE 2: Strategy & Planning (Day 3–7) 
 
Step 4: Social Media Audit 
Review best-performing posts, consistency, engagement rate, and content gaps. 

 
Step 5: Content Strategy 
Define content pillars: Education, Promotion, Testimonials, Behind-the-Scenes, Entertainment. 

 
Step 6: Content Calendar 
Use ClickUp, Notion, Trello, or Google Sheets. Include: date, platform, caption, visual idea, and status (Draft → 
For Review → Approved → Posted). 

 

PHASE 3: Content Creation (Weekly) 
 
Step 7: Caption Writing Formula 
Hook (attention grabber) → Value (tip, story, info) → CTA (comment, save, DM) 

 
Step 8: Graphic/Video Creation 
Use Canva for graphics, CapCut for video. Stick to brand colors and keep designs clean. 
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Step 9: Client Approval Process 
Send content 3–7 days before posting. Use comments for feedback, not chat messages. 

 

PHASE 4–7: Post-Approval Systems 

 
Step 10: Schedule Content 
Tools: Meta Business Suite, Buffer, Later, Hootsuite. Always double-check caption, hashtags, and correct account. 

 
Step 11: Daily Engagement (15–30 min) 
Reply to comments, reply to DMs, engage with audience content daily. 

 
Step 12: Monthly Analytics Report 
Track: Reach, Engagement, Follower Growth, Clicks. Include what worked, what didn't, and recommendations. 

 
Step 13: Monthly Client Check-in 
Ask: Are they happy? Any upcoming promos? Any changes to content direction? 
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🎤  SECTION 10: INTERVIEW & DISCOVERY 
CALL TIPS 
Turn your interview invite into your first client 

 

1. Do Your Research 
Before the call, check what the company does, who their target audience is, and what your role actually 
involves. Read the job post again — most answers are already there. 

2. Know Your Skills (And Own Them) 
Stop saying "I can do anything." Instead say: "I have experience in social media management using [tool]" or 
"I helped increase engagement by [result]." Clients hire solutions, not willingness. 

3. Practice Common Questions 
Prepare answers for: "Tell me about yourself", "Why should we hire you?", and "What tools have you used?" 
Practice out loud, not just in your head. 

4. Prepare Your Portfolio / Proof 
No paid experience? Show sample works, mock projects, or personal pages you managed. Show what you 
can do, not just what you say you can do. 

5. Test Your Tech 
Check: stable internet, clear microphone, working camera. Nothing kills a first impression faster than 
technical issues. 

6. Show Up Professional 
Even from home: dress decently, use a clean background, and be on time (or 5 minutes early). 

7. Prepare Questions for the Client 
Ask: "What does a typical day in this role look like?" / "What tools do you currently use?" / "What are your 
expectations in the first 30 days?" — this shows you're prepared and serious. 

 

🤖 Secret Weapon: AI Interview Prep Prompt 
"Generate a list of the top 20 interview questions for a [job title] role at 
[company]. Include behavioral, technical, and industry-specific questions. 
Provide model answers tailored to my experience in [industry/skill]." 

 
Copy → paste into ChatGPT → customize → practice your answers out loud. This alone sets you 
apart from most applicants. 
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📌  SECTION 11: WHERE TO APPLY AS A VA 
Freelance platforms, agencies, and networking channels 

 

Freelance Platforms 

Category Tool Free Resource 

🌐 Global Upwork https://www.upwork.com/ 

🌐 Global Fiverr https://www.fiverr.com/ 

🇵🇭 PH Platform OnlineJobs.ph https://www.onlinejobs.ph 

🇵🇭 PH Platform VirtualStaff.ph https://virtualstaff.ph 

🌐 Global Freelancer.com https://www.freelancer.com/ 

🌐 Global PeoplePerHour https://www.peopleperhour.com/ 

🔧 Admin Tasks Fancy Hands https://www.fancyhands.com/ 

💼 Stable Jobs Indeed https://www.indeed.com/ 
 

VA Agencies (Philippines-Focused) 
Agencies offer a more structured hiring process and often handle client matching for you: 

→ https://nextlevelassistph.com/ 
→ https://wingassistant.com/virtual-assistant-jobs/ 
→ https://trypineapple.com/career/ 
→ https://elevateanddelegate.com/careers/ 
→ https://jobs.athenago.com/ 
→ https://ph.mymountainmover.com/ 
→ https://www.bizva.ph/careers 
→ https://revaglobal.ph/ 
→ https://medva.ph/careers/ 
→ https://sidekicks.co/jobs 
→ https://jobs.outsourcingangel.com/ 
→ https://careers.emapta.com/jobs/Careers 

 

💡 Reminder 

Don't rely on just one platform. Apply to multiple platforms and agencies to increase your chances. 
Your first client is often the hardest — once you have reviews, referrals and repeat clients follow 
naturally. 
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💎  SECTION 12: 10 HIGH-INCOME SKILLS 
FOR 2026 
In-demand skills that solve business problems — not just admin tasks 

 

1 
AI Tools & Automation 
Clients now expect VAs who can work faster using AI to streamline workflows, not just use 
prompts. 

 
🔗 Free Learning: 
→ Zapier Learn 
→ ClickUp University 
→ Notion Help 

  

 

 

2 
Social Media Management 
Businesses will always need visibility, engagement, and consistent content. 

 
🔗 Free Learning: 
→ Meta Blueprint 
→ HubSpot Academy 
→ Later Blog 

  

 

 

3 
Email Marketing & CRM 
Email still drives sales and retention. Strategy + execution = higher rates. 

 
🔗 Free Learning: 
→ HubSpot Email Marketing 
→ Mailchimp Academy 
→ ConvertKit Resources 

  

 

 

4 
Bookkeeping (Non-CPA) 
Stable, recurring income for detail-oriented VAs. Most clients want clean records, not CPAs. 

 
🔗 Free Learning: 
→ QuickBooks Learning 
→ Xero Central 
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→ Wave Support 

 

 

5 
Project Management 
High trust = higher pay. Learn SOPs and team coordination. 

 
🔗 Free Learning: 
→ ClickUp University 
→ Asana Academy 
→ Trello Guide 

  

 

 

6 
Lead Generation & Prospecting 
Businesses pay well for quality leads. Master research and outreach tools. 

 
🔗 Free Learning: 
→ HubSpot Academy 
→ Apollo Resources 
→ Apollo University 

  

 

 

7 
SEO & Content Optimization 
Organic traffic = long-term growth. SEO is slow but very profitable. 

 
🔗 Free Learning: 
→ LearningSEO.io 
→ Moz SEO Learning 
→ Ahrefs Academy 

  

 

 

8 
E-commerce Management 
Online stores need daily support: product uploads, orders, customer service. 

 
🔗 Free Learning: 
→ Shopify Help 
→ Amazon Seller University 
→ WooCommerce Docs 
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9 
Graphic Design for Marketing 
Visual content sells. You don't need to be an artist — just be strategic. 

 
🔗 Free Learning: 
→ Canva Design School 
→ Tutsplus Design 
→ Adobe Express (free) 

  

 

 

10 
Customer Support & Client Success 
Retention is gold. Great support keeps clients long-term. 

 
🔗 Free Learning: 
→ HubSpot Academy 
→ Zendesk Resources 
→ Freshdesk Academy 
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🛠️  SECTION 13: 50 ESSENTIAL TOOLS FOR 
VIRTUAL ASSISTANTS 
Organized by category with free tutorial links 

 

📅 Communication & Scheduling 

Category Tool Free Resource 

Communication Google Calendar https://support.google.com/calendar 

Communication Zoom https://support.zoom.us/hc/en-us 

Communication Slack https://slack.com/intl/en-ph/resources 

Communication Google Meet https://support.google.com/meet 

Communication Microsoft Teams https://learn.microsoft.com/microsoftteams 

Communication Calendly https://help.calendly.com/hc/en-us 

Communication Discord https://support.discord.com/hc/en-us 

Communication Google Chat https://support.google.com/chat 
 

📋 Project & Task Management 

Category Tool Free Resource 

Project Mgmt Trello https://trello.com/guide 

Project Mgmt ClickUp https://clickup.com/university 

Project Mgmt Asana https://asana.com/guide 

Project Mgmt Notion https://www.notion.so/help 

Project Mgmt Monday.com https://support.monday.com/hc/en-us 

Project Mgmt Airtable https://support.airtable.com/ 

Project Mgmt Basecamp https://basecamp.com/help 

Project Mgmt Google Tasks https://support.google.com/tasks 
 

📁 File & Productivity 

Category Tool Free Resource 

Productivity Google Drive https://support.google.com/drive 

Productivity Google Docs https://support.google.com/docs 

Productivity Google Sheets https://support.google.com/sheets 
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Productivity Dropbox https://help.dropbox.com/ 

Productivity OneDrive https://support.microsoft.com/onedrive 

Productivity Grammarly https://www.grammarly.com/support 

Productivity Evernote https://help.evernote.com/ 

Productivity OneNote https://support.microsoft.com/onenote 
 

🎨 Design & Content Creation 

Category Tool Free Resource 

Design Canva https://www.canva.com/designschool/ 

Design Figma https://help.figma.com/ 

Design CapCut https://www.capcut.com/help 

Design Pixlr https://pixlr.com/learn/ 

Design Descript https://help.descript.com/ 

Design Hemingway Editor https://hemingwayapp.com/ 

Design Pexels (free photos) https://www.pexels.com/ 

Design Unsplash (free 
photos) 

https://unsplash.com/ 

 

🤝 CRM Systems 

Category Tool Free Resource 

CRM HubSpot CRM (free) https://academy.hubspot.com/products/crm 

CRM Zoho CRM https://www.zoho.com/crm/help/ 

CRM Streak CRM (Gmail) https://www.streak.com/ 

CRM Bigin by Zoho https://www.zoho.com/bigin/ 

CRM EngageBay https://www.engagebay.com/ 

CRM Freshworks CRM https://support.freshworks.com/ 

CRM Practice (VA-friendly) https://practice.do/ 

CRM GoHighLevel https://gohighlevelschool.com/sign-up 
 

💰 Finance, Time Tracking & Automation 

Category Tool Free Resource 

Finance Wave (free invoicing) https://support.waveapps.com/ 

Finance PayPal https://www.paypal.com/us/smarthelp/home 
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Finance QuickBooks https://quickbooks.intuit.com/learn-support/ 

Time Tracking Clockify (free) https://clockify.me/help 

Time Tracking Toggl Track https://support.toggl.com/ 

Automation Zapier https://zapier.com/learn 

Automation Make (Integromat) https://www.make.com/en/help 

Security LastPass https://support.lastpass.com/ 
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📖  SECTION 14: 100 SOCIAL MEDIA 
MANAGER TERMS 
Essential glossary every VA should know 

 

Foundational Terms 
Term Definition 

Social Media 
Management 

The process of creating, scheduling, publishing, monitoring, and analyzing 
content on social platforms. 

Platform A social network used for content distribution (e.g., Facebook, Instagram, 
TikTok, LinkedIn). 

Handle A brand or user's unique username on a platform. 

Bio A short description on a profile explaining who you are and what you offer. 

Feed The main stream of content users scroll through. 

Algorithm A system platforms use to decide which content users see. 

Content Pillars Core themes or topics your content is built around. 

Target Audience The specific group of people a brand wants to reach. 

Brand Voice The personality and tone used in all content and messaging. 

Brand Identity Visual and messaging elements that define a brand consistently. 
 

Content Creation & Publishing 
Term Definition 

Content Strategy A planned approach to what content to post, why, and when. 

Content Calendar A schedule outlining what content will be posted on which dates. 

Caption The text accompanying a post. 

Creative Assets Images, videos, graphics, or designs used in posts. 

Carousel Post A post with multiple swipeable images or slides. 

Reels Short-form vertical videos on Instagram. 

Stories Temporary content that disappears after 24 hours. 

Short-Form Video Videos under 60 seconds (TikTok, Reels, YouTube Shorts). 

Hook The first few seconds or lines designed to grab immediate attention. 

Evergreen Content Content that stays relevant and useful over a long time. 
 

Engagement & Analytics 
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Term Definition 

Engagement Interactions such as likes, comments, shares, saves, and DMs. 

Engagement Rate Percentage of audience actively interacting with content. 

Community 
Management 

Responding to comments, messages, and interacting with followers. 

Social Listening Monitoring and tracking conversations about a brand online. 

Reach Number of unique users who saw a post. 

Impressions Total number of times a post was displayed (includes repeat views). 

Clicks Number of times users clicked a link or call-to-action. 

CTR (Click-Through 
Rate) 

Percentage of users who clicked after seeing the content. 

KPIs Key Performance Indicators — metrics used to measure goal success. 

ROI (Return on 
Investment) 

Value or revenue gained compared to what was spent on social media. 

 

Growth & Marketing 
Term Definition 

Organic Reach Views or engagement gained without paid promotion. 

Paid Ads Sponsored content shown to targeted users for a fee. 

Boosted Post An existing post promoted with ad spend to reach a wider audience. 

Lead Generation Collecting contact information from potential customers. 

CTA (Call-to-Action) An instruction telling users what to do next (comment, save, DM, click). 

Funnel The customer journey from awareness to purchase or conversion. 

Landing Page A web page specifically designed to convert visitors into leads or buyers. 

Retargeting Showing ads to users who previously interacted with the brand. 

UGC (User-Generated 
Content) 

Content created and shared by customers or followers. 

Viral Content Content that spreads rapidly through sharing across the internet. 
 

Tools & Professional Terms 
Term Definition 

Scheduling Tool Software used to plan and automatically publish posts in advance. 

SOP (Standard 
Operating Procedure) 

Step-by-step documentation of how a task should be completed. 

CRM Customer Relationship Management — tool for tracking leads and client data. 

Automation Using tools to reduce repetitive manual work. 
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Analytics Dashboard A central view showing performance metrics and insights. 

Client Brief Document outlining a client's goals, target audience, and expectations. 

Onboarding The process of starting and setting up work with a new client. 

Deliverables Content, reports, or results promised to a client. 

Monthly Report A performance summary sent to clients, usually at the end of each month. 

Content Audit A review of all existing social media content to assess what's working. 
 

Advanced Strategy 
Term Definition 

Customer Persona A semi-fictional profile representing the ideal target customer. 

Pain Points The specific problems or frustrations the audience wants solved. 

Value Proposition What makes a brand, product, or service worth choosing over competitors. 

Brand Authority The level of expertise and trust a brand has established in its niche. 

Thought Leadership Sharing expert insights and opinions to build credibility and influence. 

Storytelling Using narratives to connect emotionally with an audience. 

A/B Testing Comparing two versions of content to determine which performs better. 

Conversion 
Optimization 

Improving content or pages to increase the rate of desired actions. 

Retention Strategy Tactics designed to keep existing followers engaged over time. 

Crisis Management A plan for handling negative feedback, PR issues, or brand controversies. 
 

Career & Role Terms 
Term Definition 

Social Media Manager Oversees strategy, content creation, analytics, and community growth. 

Content Creator Focuses primarily on producing and publishing content. 

Community Manager Focuses on building relationships and engaging with the audience. 

Digital Marketer Handles the overall online marketing strategy across channels. 

Freelancer An independent contractor who offers services to multiple clients. 

Portfolio A collection of work samples used to show skills and experience. 

Case Study A detailed breakdown of a project — strategy, execution, and results. 

Brand Guidelines Official rules for how a brand's visuals, tone, and messaging should be used. 

Confidentiality (NDA) A legal agreement to protect sensitive client information. 

Client-Ready Skilled, organized, professional, and prepared to handle real clients effectively. 
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⚠️  SECTION 15: COMMON MISTAKES TO 
AVOID 
8 pitfalls that stop most beginner VAs — and how to fix them 

 
⚠ MISTAKE  ✓ SOLUTION 

 

⚠ Applying to every job (generic applications 
get rejected) 

✓ Apply to 5 perfect-fit jobs instead of 15 
mediocre ones — quality over quantity 

 

⚠ Underpricing to get clients (attracts 
difficult clients, devalues your work) 

✓ Start at $15–25/hr and increase after your 
first positive reviews 

 

⚠ No portfolio or proof of skills (clients don't 
trust unproven VAs) 

✓ Create 3–5 practice projects in your first 
month to show real capability 

 

⚠ Poor communication (clients leave for VAs 
who communicate better) 

✓ Set clear 2-hour response time, 
over-communicate, never go silent 

 

⚠ No specialization (generalists compete 
only on price) 

✓ Own ONE niche, become the known expert 
in it 

 

⚠ Inconsistent work quality (one bad project 
damages your reputation) 

✓ Under-promise and over-deliver every 
single time, no exceptions 

 

⚠ Not asking for testimonials (future clients 
need social proof) 

✓ Ask for a testimonial immediately after 
every successful project 

 

⚠ Giving up too soon (most VAs quit in the 
first 6 weeks) 

✓ Commit to 90 days of consistent effort — 
momentum builds slowly then all at once 
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📅  SECTION 16: YOUR 90-DAY ACTION 
PLAN 
Week-by-week checklist from foundation to first paying client 

 

WEEK 1–2 
Foundation 

☐  Complete self-assessment (StrengthsFinder or 16Personalities) 
☐  Research 3 VA niches that interest you 
☐  Create a learning plan in Google Sheets or Notion 
☐  Set up Notion workspace for project management 

 

WEEK 3–4 
First Skills 

☐  Complete a time management mini-course 
☐  Set up your Notion task management system 
☐  Write 5 professional emails (practice) 
☐  Create your Google Calendar system with color-coding 

 

WEEK 5–6 
Core 

Development 

☐  Master email management (Gmail filters, labels, templates) 
☐  Complete a Google Sheets course 
☐  Build 3 practice spreadsheets 
☐  Start defining your personal brand 

 

WEEK 7–8 
Skill Building 

Continues 

☐  Learn social media management basics 
☐  Create a content calendar template 
☐  Design 5 practice graphics using Canva 
☐  Build your first 2 portfolio pieces 

 

WEEK 9–10 
Niche 

Specialization 

☐  Complete 2 advanced courses in your niche 
☐  Create 2 case studies from practice projects 
☐  Build a mock client project 
☐  Get feedback from a mentor or peer 

 

WEEK 11–12 
Brand & Portfolio 

☐  Get a professional photo/headshot 
☐  Build your website or Notion portfolio 
☐  Write and optimize your LinkedIn profile 
☐  Collect 2–3 testimonials (from practice or mentors) 
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WEEK 13–14 
Platform Setup 

☐  Create your Upwork profile 
☐  Create your Fiverr or OnlineJobs.ph profile 
☐  Polish all profiles with keyword optimization 
☐  Set your beginner pricing structure 

 

WEEK 15–16 
Outreach Begins 

☐  Apply to 10–15 jobs per week 
☐  Send 5 personalized cold outreach messages 
☐  Join 2 relevant online communities or FB groups 
☐  Post your first LinkedIn content piece 

 

WEEK 17+ 
Land First Client 

☐  Land your first paying client 
☐  Deliver exceptional work — early, organized, clear 
☐  Request a testimonial upon completion 
☐  Adjust your approach based on early feedback 
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✅  FINAL LAUNCH CHECKLIST 
Before you start applying for paying clients, confirm you have: 

 
☐  Completed 4+ weeks of skill training in core 
areas 
☐  3–5 practice projects showcasing your skills 
☐  Professional online presence (LinkedIn + 
portfolio) 
☐  Clear niche and target client definition 
☐  Competitive hourly rate or package pricing 
☐  2+ testimonials (even from practice projects) 
☐  Professional email address 

 ☐  Professional photo/headshot 
☐  Reliable computer and stable internet 
connection 
☐  Organized file system for client work 
☐  Communication plan documented and ready 
☐  Time management system in place 
☐  Tax/business structure determined 
☐  Separate bank account set up 

 
 

📂 FREE TEMPLATES/GUIDES INCLUDED 

Resume Template:  VA Resume Templates on Canva 
Portfolio Guide:  Executive Assistant Portfolio Guide and Social Media Manager Portfolio 
Tip: Go to canva. Search for portfolio templates. Customize with your own colors, photo, and skills. 
Export as PDF or website for a polished, professional look. 

📂 FREE WEBINARS INCLUDED 
RECORDED WEBINARS 

 

 

YOUR SUCCESS STORY STARTS NOW 

Everyone starts with zero experience. 
Your first client is the hardest to get. After that — momentum builds. 

Persistence beats perfection. Small wins compound over time. 

Start today. Start small. Start building. 💙 

 
This guide is free. Share it with every aspiring VA who needs it. The more we help each other grow, the stronger 

our community becomes. 
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