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Introduction 
A Virtual Assistant (VA) is an individual, usually self-employed, whose work revolves 

around providing professional administrative, creative, and technical help to clients.  

This person works mainly from a home office. While VAs are not employees, they can 

be freelancers. A freelancer is a person who works on a contractual basis and is paid 

various rates by different employers. Since they are not employees, you will not 

incur expenses such as insurance and employee taxes; you only pay expenses that 

are included in the freelancer’s fee. For that reason, many clients like to hire 

freelance VAs. To do so, it is important to know where to find the best VAs.   

How Virtual Assistants Work and What to Look For 

Thanks to the Internet, VAs can perform a variety of work usually done by traditional 

assistants. You can communicate with them through phone calls, email, or text 

messaging, and payment can be made electronically. There is no limit to what a VA 

can do for your business. Examples of VA responsibilities include administrative 

tasks like answering calls and typing documents; personal assistant tasks like 

booking accommodations and arranging meetings; creative tasks like creating 

presentations and sales brochures to support your marketing team, which are 

typically completed with freelance designers. Further, VAs can carry out 

professional tasks, such as payroll, financial advice, and dealing with suppliers; 

technical tasks, such as maintaining and updating websites, managing organization 

networks, and providing technical support to suppliers and customers; and 

marketing tasks, such as promoting organization events and engaging prospective 

customers.  
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