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In today’s world, seems that everything has to be done right now, or at this very moment. The 

truth is however, that this is very rarely the case. Everything seems so pressing because we 

aren’t, in all honesty, very good at time management. Our systems are often antiquated, our 

methods of processing are inferior and we don't delegate correctly.  

Why is it that we are so afraid to outsource work to others? 

Is it because we have lived much of our business lives according to convention? Is it because 

we, in our earlier years, have been afraid to "give away" any of our work to others due to an 

inner feeling of corporate inferiority, perhaps? We’re going out of our way to protect our position, 

our very job, maybe? All of these may be valid reflections as we look back and analyse why we 

simply do things the way that we do. 
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As an entrepreneur you often move at the speed of light. You’ll a vision for what needs to be 

done and a fairly good idea of how to "get there." The urge to move quickly (however realistic or 

important that may be on a sliding scale) prompts you to believe that it would be quicker to "do it 

myself." This strikes at the heart of time management, of course, to say nothing of the fact that it 

will effectively kill any greater aspirations that you may have, over time. 

For any aspiring entrepreneur to become successful 
requires the adoption of a team mentality.  

It wouldn’t just be "nice" to outsource to a virtual assistant, rather it is an absolute necessity. 

Behind any successful business idea is a complete system, a process, any number of individual 

tasks and events. Each one of these individual concepts must be engaged and in place before 

the business idea bears fruit, makes money and is a success. While the dream weaver - the 

entrepreneur - is credited with coming up with a business idea, many people must work behind 

the scenes in order to make it happen. If the entrepreneur was to delegate and outsource 

effectively, then there would be more time available to work on other, revenue-generating 

concepts.  
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Furthermore, there might even be time to, dare we say it, 
relax a little and enjoy life for a change. 

For a number of reasons, it is difficult for a typical entrepreneur to understand the concept of 

outsourcing. This may be largely to do with the fact 

that we are simply not used to delegating and 

taking time to ensure that a delegation system is in 

place. We may, in fact, never have been trained to 

train people in this way. Consequently, we may 

very well not believe that we can delegate to a 

virtual assistant. The entrepreneurs secret weapon. 

There are a whole host of conflicting emotions swirling around in your head. Typically. You may 

be afraid to delegate and outsource because the person who is then charged with the 

responsibility of doing that certain task may not have the motivation, may not understand the 

task and therefore might effectively put a spoke in the wheel of project progress. Such thoughts 

are based on a fear of the unknown to a large extent and to a lack of a systematic approach. 
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While in a conventional business setting an office assistant might well have been used to 

addressing tasks in an automated fashion, completing a schedule of "things to do" each and 

every day, the amount that that person would essentially contribute in the greater scheme of 

things was very limited. In short, it was limited to the completion of the project alone. We need 

to look at the help that a virtual assistant can give us in a different light.  

We need to understand that the virtual assistant can be 
a very contributory member of your team. 

If you engage correctly with the VA and ensure that a very clear system is in place to help you 

interact, then you can set in place a two-way street of communication, motivation and feedback. 

In short, not only can the virtual assistant help to free up a lot of our time, but they may very well 

be able to inject something "special" into the project; something that you might not have 

otherwise seen. 

You can effectively delegate to a virtual assistant and get the work completed in half the amount 

of time that it would've taken you to do it yourself. 
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You must pay attention to how you interact and train. 

You must take time to learn what you need to know about a virtual assistant and what you 

need them to know about you. 

You need to know: 

n How they would like to receive instructions from you and how they are used to

processing information.

n The type of tools that they like to use, or that they might suggest you consider.

n The method of communication that works best, including backups.

n Their working hours and working customs.

n The business that they specialise in and special skills that they might bring to the table.
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They need to know: 

n What your vision is for the projects in question (and also your business).

n What your company's mission statement is and why this is important in the bigger

scheme of things.

n What, if any, are the issues you have faced before in similar situations and/or the issues

that you might expect to be encountered.

n Your business communication style, your personality in and out of a work situation,

"warts and all," as they say.

A relationship with a virtual assistant is not faceless. 

You should not treat them as another tool in your business asset bank, 

but as a very valuable and productive component. Taking the time to get 

to know them, as above, is vitally important as you set up for future 

productivity. 

It is of course highly likely that your work can be broken down into a 

variety of different skill sets. It's likely that you can outsource each and 

every one of these skill sets and, maybe, to different virtual assistants or 

VA teams.  
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Remember that the goal is to be able to get this work done 
in half the time that it would take you to do it. 

Don't fall into the trap of trying to save a lot of time by skipping on the process of establishing a 

relationship with your team. You have to know that the team you have lined up is aligned with 

your needs and you simply have to do the groundwork in advance. Look at this as leveraging 

your time for the future. 

As you set up an approach and line up your virtual assistant, consider how you are going to 

communicate with them. Above all else you must make sure that you have regularly scheduled 

feedback sessions with them, especially in the early days. Many a budding relationship of this 

kind has been spoiled due to poor preparation, poor feedback and bad team selection in the 

beginning or a combination of all factors. 
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This brings us to one of the biggest challenges facing you as you consider a virtual assistant 

relationship; in a word – explanation. You have to be proactive and understand that highest 

levels of communication must be present and must be consistent. You 

cannot expect them to be able to read your mind and you also have 

to understand that an ongoing relationship that is constantly resetting, 

repairing and re-doing is very disheartening on both sides of the 

equation. Remember that we are talking about getting the work done,

saving you the time, becoming engaged with a proactive and contributory new team, but it 

requires groundwork.  

You may well have dozens of tasks that could be 
outsourced to a virtual assistant. Let's take them one 
by one. 

n Summarise the task.

n Identify the goal and define each step that is required to achieve that goal.

n Now determine what specific skills are required for each step.

Once you have completed this exercise you have gone a long way toward your goal - stripping 

yourself of the need to do all this work in order to make sure that the project is completed. 

Where some of these tasks are fairly straightforward, you can quite easily construct a template 

which you can use to communicate your needs to your virtual assistant. In some cases you will 

have to elaborate a little more and this is where you could use tools such as the online resource 
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Jing, where you can take a screen capture of your computer screen and/or make a short video 

outlining in audio and visual format exactly what you need.  

Remember that you have to  
communicate exactly what you want. 

You cannot take anything for granted and cannot assume that the virtual assistant will know 

what you mean. You have to be comprehensive, you have to be specific and you have to outline 

the methodology. In the majority of cases it helps to explain why, rather than just saying how. 
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When delineating tasks, it's important to be realistic. 

Set realistic deadlines and timelines. We have already ascertained that you need to make sure 

that your chosen virtual assistant has the skill set appropriate to the task and you have already 

determined work schedules and other important factors. Make sure that they are able to do the 

job that you have in mind within the timeframe you're going to specify. Once again, don't 

assume anything and don't miss out on any important instructions, either.  

There are many different forms of communication 

available to us today. When you interact with the virtual 

assistant it is likely that you will use some form of 

collaboration resource tool and there are a number of 

excellent examples online. You will, in advance, have 

determined what methods will be used with your virtual 

assistant. You will have agreed how notifications will be sent alerting the VA that a task, an 

upgrade, an instruction or some other form of communication has been made, or has been 

lodged within the collaboration tool, such as Basecamp. Do not rely on one form of 

communication. E-mail is largely reliable but not exclusive so. If something is very important, 

make sure you have all your bases covered. Instant messaging tools such as Skype are very 

good forms of communication to consider. 
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Whenever you set up a project make sure it is clearly 
identified. 

n Allocate a specific reference number to the task or project.

n Clearly state who is responsible.

n Clearly identify the deadline.

n Give clear instructions. Attach the MP4 video, MP3 audio file, PDF or text document

that contains all the appropriate instructions.

n Attach any supporting files which may be needed.

n Outline who should be contacted in the event of any questions.

Have you ever heard of Murphy's Law? 

Of course you have and you must plan for things to go wrong, because they will. By all means, 

always identify why this "thing" went wrong and make plans to ensure that it is not likely to 

happen again. Just remember that if something did go wrong as a consequence of an error or 

omission on behalf of the VA, do not be overly judgmental or negative. Always handle things 

professionally and remember that you should be giving positive feedback when due as well. 
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You can delegate and save yourself half the time, but 
try and remember some of these important tips: 

n Never assume and always give complete instructions.

n Provide feedback.

n Don't be intransigent and understand that their feedback is likely to be very valuable.

n Don't micromanage.

n Don't make the mistake of only delegating tasks that you don't like doing yourself.

n Always treat this relationship with the highest degree of professionalism.
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You should view your relationship with your virtual assistant or the VA team as being a highly 

valuable business asset that will simply accumulate in value as time goes by.  

Remember that virtual assistants are business professionals 
as well and have a good idea how a business should be run. 

This feedback could be of great value to you. You have to do a little groundwork first before you 

can reap the rewards of this relationship, however. Understand how you are going to issue your 

instructions. Have an intimate knowledge of the workflow associated with each and every task. 

Allocate each task to the correct person and give a sufficient amount of time for its completion. 

Be realistic. Have a good two-way exchange of feedback on a regular basis. 

If you follow these guidelines you will undoubtedly discover that your relationship starts to hum 

like a well oiled machine. You'll discover how you now have a great deal of time available that 

you can devote to brainstorming new projects, or indeed to spending some time with yourself 

and your family. For a change... 

There you have it “The Entrepreneurs Secret Weapon”. 

Now I have a question for you….What’s Next? 

I would love to be able to help you. So please visit www.marthassos.com and open your 

business to the world of Virtual Assistants so that you can achieve the results that you truly 

desire in your business. Let Martha’s SOS be your Secret Weapon! 

www.marthassos.com




