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Virtual Assistant Onboarding
TM

Title

Outcome

You

VA

Connection Ritual Campaign

GeTTinG TO knOw
eAch OTher:

yOur business And 
GOAls

PreP fOr MeeTinG:
1. GOAls
2. bAckGrOund 
3. QuesTiOn VA

seT TOOls: 
1. VOxer    2. slAck 
3. eMAil    4. lAsT PAss
5. crM     6. drOPbOx

* MArkeTinG  * clienTs 
* AdMin           * rePOrTs 
* PersOnAl    * TeAM

seT-uP PrOjecT 
sysTeMs + 

fOllOw uP

esTAMblish inner 
cOMMunicATiOn 

ryThyM

seT-uP A diAry
dAily check-in

weekly TrAcker
MOnThly sTArTeGic

cAll PlAn

decide On firsT 
PrOjecT:

PrePAre fOr 
briefinG

rOll OuT firsT 
PrOjecT
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Virtual Assistant Onboarding - week # 1 The kickoff call

R
e

l
A

T
iO

n
s

h
ip

A
s

s
ig

n
m

e
n

T
m

O
m

e
n

T
u

m
i'm exCiTed AbOuT...

*
*
*
*

OuR business 

* whO we serVe
* PrObleMs we slOVe
* Our PrOducTs Or serVices

TOOl we use:  

* PhOne nuMber
* crM 
* VOxer
* skyPe
* eMAil
* cAlendAr
* PrOjecT MAnAGeMenT
* lAsTPAss

nexT sessiOn 

dATe
TiMe
AGendA: 
* PrOjecT
* TOOls
* TiMinG

FiRsT sTep, seT up All TOOls:  

*
*
*
*

* slAck

i need help wiTh 

* 
* 
* 

3 Things i need FROm YOu

YOu

*
*
*

VA

*
*
*

meeT YOu

* bAckGrOund 
* fAMily
* PAssiOn
* fAVOuriTe fOOd

meeT The VA 

* bAckGrOund 
* fAMily
* PAssiOn
* fAVOuriTe fOOd



Elite Agency Success System | Scale | VA Onboarding

Virtual Assistant Onboarding - The communication builder
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* PhOne
* skyPe
* TexT
* VOxer

* eMAil
* lisTs
* diAGrAMs
* deTAils

* cerTAin TiMe Of dAy
* lAsT MinuTe/in AdVAnce
* scheduled MeeTinGs/ On 
The fly

biGGesT insiGhT: whAT AcTiOn cAn yOu TAke TO iMPrOVe yOur
cOMMunicATiOn?

whAT is The besT TiMe TO
cOMMunicATe wiTh yOu?

whAT is The wOrsT TiMe TO
cOMMunicATe wiTh yOu?

whAT is The MOsT effecTiVe 
wAy? 

whAT is The fAVOuriTe wAy? whAT is yOur leAsT fAVOuriTe 
wAy?

whAT is The leAsT effecTiVe 
wAy? 

insighTs
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Virtual Assistant Onboarding - week #2:

mARkeTing RepORTs ClienTs TeAm peRsOnAl Admin / FinAnCe



Elite Agency Success System | Scale | VA Onboarding

Virtual Assistant Onboarding - week #2: rhythym

dAilY weeklY mOnThlY quARTeRlY YeARlY One-OFF
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Virtual Assistant Onboarding - week #2: rhythym

FiRsT 5 sYsTems TO delegATe ACTiOn: dATe:

1

2

3

4

5



Elite Agency Success System | Scale | VA Onboarding

The unique Task Method

whO

TiTle

1

2

3

4

5

67

8

9

10

11

12 finish

iMPrOVeMenT ideAs

sTArT

whO

whO whO

whO whO

whO whO

whO whO

whO whO
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Virtual Assistant Onboarding - week #3: The Personal Task Manager

sAT

FiRsT up

mid- 
mORning

lunCh

AFTeRnOOn

plAn nexT 
dAY

sun mOn Tue wed ThuRs FRi
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Virtual Assistant Onboarding - week #4: The Personal Message Matrix

me TeAm ClienT sYsTem
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Virtual Assistant Onboarding - week #4: The email builder

TOpiC subjeCT: 

inTROduCTiOn:1. CReATe nexT 5 TemplATes

2. esTAblish iniTiAl RespOnse

3. Time TO send

bOdY:

ClOse:
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Virtual Assistant Onboarding - week #5: The broadcast builder

TAsk whO when

Topic:

CReATe nexT 3 TOpiC 1 TOpiC 2 TOpiC 3

decide TheMe Of bOArdcAsT yOu

yOu

yOu

VirTuAl AssisTAnT

VirTuAl AssisTAnT

VirTuAl AssisTAnT

VOice recOrd

TrAnscribe VOice recOrdinG

ediT & PrePAre MessAGe

reView & APPrOVe

schedule & send
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notes
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Virtual Assistant Onboarding - week #6: campaign Planner

pROblem CAmpAign

OuTCOme
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Virtual Assistant Onboarding - week #6: campaign Planner

skeTCh YOuR CAmpAign FlOwChART heRe:
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Virtual Assistant Onboarding - week #6: campaign Planner

TAsk whO when
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Virtual Assistant Onboarding - week #6: Onboarding review

wins impORTAnCe FuRTheR pROCess nexT ACTiOn
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notes
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