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Even if your preferred candidate has a good overall resume and is skilled in 
the areas that are important to you, this still does not mean that they qualify 
for the job.
There is a specific set of personal skills you should look for, if you want a 
virtual assistant to be your right hand man (or woman!)

Before hiring a virtual assistant the first question you 
should consider is whether the scale of your business 

is suitable for such a job position. 

Ask yourself:

But what makes a virtual
assistant not just good, but GREAT?
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The challenges of finding and maintaining a relationshipA GOOD VIRTUAL ASSISTANT
 will help you become more effective, 

prioritise your tasks and create space for 
you to develop your most valuable talents 

and original ideas.

Do you struggle to get work on time and miss important deadlines?

Do you waste time researching different topics at the expense of actually 
getting tasks done?

Are your relationships with your clients and business partners suffering             
because you lack sufficient time to network with them because you're    
distracted by minor but time consuming tasks?

Do you find that your company's routine duties are impeding your creativity 
and chewing up valuable time and resources?



Here’s what to look for in a great Virtual Assistant  

Motivated:

Besides excellent technical skills and knowledge in their areas of expertise, a 
great virtual assistant will be highly motivated to give their best for your cause, 
which will require constant effort, often on a daily basis. It is easy to find a person 
who delivers impressive results in the beginning of your professional 
relationship, but keeping up the good work and sustaining a constant level of 
quality requires hard work. Even after a certain period of time, a well-motivated 
virtual assistant will continue to finish their tasks before the deadline, be easily 
reachable online within the contracted hours and be able to contribute to your 
business with helpful suggestions.

Process Oriented:

Your assistant should not only be productive and bright, but 
also be able to follow stringent routines and clear procedures. 

Prepare a plain agenda with clean-cut tasks and monitor their ability to articulate 
skills and competencies in a way that will help them achieve maximum 
efficiency. This will produce results that are not only good, but also fully match 
your requirements and expectations. A process orientated person is able to 
follow guidelines, without straying from them more than necessary.

Attention to Detail:

Your assistant should not only be productive and bright, but also be able 
to follow stringent routines and clear procedures. Prepare a plain agenda 
with clean-cut tasks and monitor their ability to articulate skills and 
competencies in a way that will help them achieve maximum efficiency. 
This will produce results that are not only good, but also fully match your 
requirements and expectations.
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Of course, every employee that you hire should be able to communicate 
effectively. But in the case of a Virtual Assistant who you may never actually 
meet in person, it is even more important to be able to avoid misunderstanding. 
You will need to trust them and feel confident about every aspect of your 
partnership. A great assistant asks the right questions and is ready to regularly 
update you on their progress. A great communicator will also be able to help you 
clarify requirements and ideas, even when you have trouble putting them into 
words yourself.
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In order to have a productive and cooperative partnership it is crucial that both 
your and your VA enjoy communicating and working together. Therefore it's 
advisable to get an idea of your assistant's personal characteristics before you 
hire them. For example, if you prefer to deal with a more sociable and cheerful 
person, it will probably be better to avoid candidates who prefer to keep their 
business relationships strictly professional. Ask your potential assistant what 
they hope to achieve by working as a VA. What are their own career goals and 
motivations for choosing this line of work? Understanding your assistant and 
finding a compatible co-worker does wonders for the day to day running of your 
business. If you enjoy working together you'll build a much more gratifying 
business relationship in the long run.

Terrific Communication:

Cooperative:



The challenges of finding and maintaining a relationship

Accountable:

A person, who is accountable, understands the importance of commitment. 
Such a person will be able to take responsibility for their own actions and be 
willing to admit mistakes. If an a problem arises with their work, they should 
not hesitate to discuss the issue in an open and honest manner.
 
There are many talented and unique people out there that will meet your 
expectations, but of course, with any business relationship there are two sides 
of the coin. Besides paying on time and as agreed, you will also need to take the 
time to professionally manage your assistant. Make sure that you have set the 
right expectations, provided all of the required information in a structured and 
clear way and that you are available for your assistant when they need your 
advice and help.

Honesty:

Moral values and work ethic are important. A great VA will be open and 
straightforward about their specific skills and competencies, as well as their 
past experience and technical background. Ask for work samples done for 
previous employees, as well as references of people that you can contact. Your 
employee should not be afraid to admit when they experience difficulties or 
need help and more time for research. In case they cannot keep a deadline, you 
should be informed about that on time and with plenty of notice, not on the 
day it is due or the day before.
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With the right knowledge and support 
you can reap the benefits of affordable, 
efficient and professional management 
that  the right VA can provide for you.
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