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Are you not getting enough business or personal growth 

because you are spending too much time on the boring, 

mind-numbing, repetitive busy work? 

Are you needing to find ways to do more in your day? Do you need to find the time to do high 

end, high value tasks, but the drudgery everyday stuff gets in the way? Or, even worse, are you 

ignoring the boring repetitive things and letting them pile up on you while you do the more 

important stuff? 

If you are being road blocked from being the most productive you can or want to be by the 

repetitive, boring, or even relatively unproductive but necessary tasks, these are exactly what a 

Virtual Assistant can take off your to do list and free up your time.  Consider this – you can 

spend 10-15 minutes a day organizing the flood of junk emails that came in since the last time 

you checked your email, or you can open your inbox knowing that everything siting there is 

important and ready for you to take the first steps to making sales, promoting your business, 

answering important inquiries, or anything else.  You can spend 2-3 hours per week managing 

your receipts and updating your accounting software, or you can use that time to take care of 

your kids, your family, or invest it into a hobby or sport.  You have to just decide is your time 

better spent somewhere other than doing the same tasks over and over again that you don’t like 

to begin with. 

The initial question when considering a Virtual Assistant is whether it is really the right time to 

hire one.  I strive to make sure my clients get the most use and highest return out of our 

service.  To determine whether you need a VA you need to have at least the start of an idea of 

what tasks you want the VA to take over for you at this time.  This list can always be expanded 

as your assistant learns more about you, your company, your preferences, and needs and as you 

build trust in them, but it is best to have an idea of just how you need your assistant to improve 

your day and your workload to start. 

One way to get a customized list for your specific and unique situation is to track all the 

repetitive tasks you do during the day, week, or even month.  Note with those how much time 

you spend on each iteration to get an idea of how much time you will be freeing up for yourself 

while your assistant takes over.  Don't leave anything out because you think that a Virtual 

Assistant can't do it.  Once the time frame (day/week/month) for tracking has been completed 

then you can look at what can be outsourced.  Outsource anything that doesn't need your 

personal training, background, or presence to do them successfully.  An example of this would 

be sorting emails (while you need to be the one to respond to sales requests, quotes, etc. your 

assistant can filter these out for you so you are not having to weed through the junk, 

advertisements, etc. that we all get and that take up your time.)  Another good example is if you 

are spending time paying vendors over the phone, your assistant can do that task and allow you 



to jump to your next big ticket / high value task.  If you spend countless hours a day trying to 

schedule and arrange meetings with potential clients, your assistant can step in, keep your 

calendar up to date, and meet your personal preferences for when and where meetings take place, 

consider travel time, etc. 

Start small, big things can come when trust for you is built.  Some basic suggestions and most 

often used by our clientele are email management, phone calls, record keeping, research, 

calendar management, social media management, and data entry.  There are all kinds of other 

things a virtual assistant can do to help free up time and energy for your business and personal 

life.  Some of the things we are doing or have done in the past for clients are graphic design, 

transcription, mileage tracking, document preparation, managing Kickstarter projects, travel 

arrangements, as well as the typical items listed above. 

Before taking on an assistant, it is best if you set up and test a working system that you can teach 

your new virtual assistant what you are looking for in a task.  If you don't have a clue where to 

start, any Virtual Assistant / Service worth their cost can help you arrange a clean, simple, yet 

effective system. 

This will help your VA know with confidence what needs to be done and how you want the final 

result to look.  This also has an added benefit of allowing a coverage VA step in and help out if 

your VA is out sick or on vacation, or in the worst case scenario, if you need to change VAs 

completely.  Finally, this has the benefit of helping you feel confident that your task was 

completed correctly to your specification.  Starting out by giving detailed instructions might cost 

a little time up front, but it will help your assistant learn your needs & preference which will lead 

to your assistant feeling more confident to take initiative in the future.   

At Interlocked Solutions, we want to be the company you can’t live without and can’t stop 

talking about.  If it is time for you to look into a Virtual Assistant, go to our website 

(http://www.interlockedsolutions.com) or email us at info@interlockedsolutions.com so we can 

begin building that awesome and excellent relationship with you! 

If you like what you read here and would like to see more, you can find a full list of our articles and 
reports to date on our website.  You can also signup for the mailing list, subscribe to our blog, (both via 
our website), subscribe to our YouTube channel (still up and coming at the time of this article being 
written, but available to subscribe to while we prepare to produce fantastic content for you), or even 
become a customer.   
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