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A guide for business owners who need more than a VA

Every business should have a virtual assistant but not every
business is ready for a Virtual Business Manager. This guide outlines
50 ways a VBM you can boost your business and scale, profitably
and efficiently. 

A VBM will become an integral part of your growth when you:

NEED SUPPORT Because you realise you can't grow your business
without support at a management level.

HIT THE CEILING Feeling overwhelmed and know you don’t have the
capacity to do it all on your own.

HAVE THE BUDGET Your business has grown to a 6-figure revenue
turnover but has been stuck trying to scale to the next level. 

HAVE THE TEAM But current team members don’t have ability or
capacity to support you at the VBM level.  You need help to build,
manage and train your team. 

KNOW OPERATIONS IS NOT YOUR PASSION You need someone to
manage the day-to-day operations so you know that the right stuff
is being done by the right people at the right time.  You want help to
implement key systems and processes to support the biz, and
management to ensure systems are followed by all with
consistency.

“You don't build a business, you build people, then
people build the business.” 

~ Zig Ziglar
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Initiating, planning, delegating, executing, monitoring and

closing projects to meet deliverables

Creation of a project plan, including timeline, process,

people and other resources

Setup and maintenance of an online project management

tool

Delegating details of the project to various team members

Communication of project status and ongoing details to all

players

Following-up with players as necessary to ensure that “the

right stuff gets done” by the right person at the right time

Managing the budget for the project

Handling challenges for the project as they arise, with a

focus on finding a solution quickly

PROJECT MANAGEMENT
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Building the team culture

Keeping a pulse on the day-to-day team activities, tasks and

communications

Allocating resources, hiring, onboarding, firing and off-

boarding

Identifying team needs based on current business goals and

projects

Creating measures of success for roles

Determining what type of specialist would be the best fit

Managing the hiring process

Create communication plans with new team members

Regular reporting on measures of success for their role

90 Day Review (for long term) or End of Project Review (for

project only)

Keeping the team motivated in their work

Handling team challenges as they arise

Managing the team budget and expenses

TEAM MANAGEMENT
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Promote alignment, focus, simplicity, and clarity across the

organisation

Model the company values to promote a healthy

organisational culture

Team leadership, managing team and holding people

accountable

Resolve any issues and conflicts in a practical and healthy

manner using a coaching approach

TEAM MANAGEMENT
CONTINUED
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Overseeing systems for billing, client relationships,

workflow, communications

Management of all payments and collections processes

Management of systems access and login information

Ensuring there is an effective backup system in place for all

information

Establish decision-making guidelines for team members

OPERATIONS MANAGEMENT

Documenting, streamlining, extracting and optimising

business systems

Review of the key systems needed to run a business

High-level systems and processes set-ups

Creation of processes and tools for key systems within the

business

Implementation of automated business tools & software to

manage various systems

Creation and maintenance of Standard Operating &

Procedures (SOP)

SYSTEMS MANAGEMENT
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Tracking and interpreting the important data based on the

company’s goals and key initiatives

Keeping track of key statistics for the business

Setting up a reporting system that includes what to track

Analysing metrics and discussing trends/patterns with

business owner

METRICS & REPORTING
MANAGEMENT

Executing business plan, achieving or exceeding established

P&L objectives

Developing short and long-term goals for performance and

growth strategies

Translating the business owner’s strategic level vision to day-

to-day tactical operations and functional plans for the

company

Delivering a 'road map' on how to hit specific business goals

STRATEGY & GOALS
MANAGEMENT
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Bringing a solutions approach to issues, getting to the

bottom of the problem with an ability to remove obstacles

and barriers

Reviewing where the business owner is spending their time

Proactively taking stuff off the business owner’s plate

Acting as gatekeeper on behalf of the business owner

Creating an email management system for the business

owner

Setting up a scheduling system for the business owner

PROACTIVELY LOOKING FOR
WAYS TO FREE YOU UP
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ROI YOUR RETURN ON INVESTMENT
WITH A VBM INCLUDES

Who doesn't need more time!
Our main goal is to free up your time so that you can work on the things
that only you can do or the things that you enjoy most about your business.

MORE  T IME

Essential to the relationship
We truly care about your business. We understand the overall business
vision, are excited by the things to come, thrive on the day-to-day
operations, are comfortable with outsourcing and delegating and strive to
make your business succeed. We treat the business as if it were our own. In
a sense, hiring a good Virtual Business Manager is like hiring a trusted
thought and implementation partner invested in your business.

A TRUSTED  PARTNER

Resulting in a less exhausted client with no bottleneck
Running a successful business requires a lot of day-to-day decisions and
projects are often delayed because you don't have time to handle them all.
Fortunately, most decisions don’t have to be made by you! We're willing to
make decisions on your behalf. This doesn’t mean we will be making all of
the decisions; however, after establishing a guideline with you, we can
certainly handle many issues that arise throughout the day meaning you
don't have to.

A DECIS ION  MAKER

A key component to bigger profits
Aside from you, the business owner, your VBM is the workhorse of the
business. We'll spend most of our time planning, organising, and managing
the tools, resources, and staff within the business. Our focus is to ensure
that things are running smoothly and efficiently; answering questions,
dealing with unexpected issues in a timely manner, and keeping projects on
track so that business goals are met. The seamless transition from one
project to the next allows you to stay focused and the business to grow.

COMPLETED  PROJECTS



“One of the things we can do to avoid burning out is
to become more effective delegators. At first, it’s
hard letting go, but trust me folks, once you start

letting go of the steering wheel a little, you’ll want to
hire a full-time driver sooner or later!”

~ Chris Ducker



NEXT STEPS
Discovery Call

Info Pack

Strategy Session

01

02

03

04

05
Monthly Report

We’ll discuss your needs
and establish whether
we’d be a good fit for each
other.

Your introduction to your
lVBM where we discuss the
info we need to start
making a difference.

Receive our client
information pack so you can
make an informed decision

about working with us

Our first task will be a 90
day plan where we focus

on your goals and set
measurements to track

progress..

We wrap up each month
with your monthly report
and strategy zoom.

We Get Cracking

STEP

STEP

STEP

STEP

STEP

HOW TO ONBOARD WITH YOUR VBM 



If the only thing you get from working with a VBM is
freedom to work in your zone of genius …
If the only thing you get from working with a VBM is
scalable growth ...
If the only thing you get from working with a VBM is
efficiencies through systems …

It’ll be worth the investment.  
But you won’t get only one. 
You’ll get them all with a VBM beside you.

BOOK YOUR FREE DISCOVERY HERE

or email Justine at justine@yourva.co.nz

https://drive.google.com/file/d/1PyelcmS9FTZ2ajb0Po6fCOg35aB1Z0_6/view?usp=sharing
https://outlook.office365.com/owa/calendar/YourVirtualAssistantLtd@yourva.co.nz/bookings/
https://outlook.office365.com/owa/calendar/YourVirtualAssistantLtd@yourva.co.nz/bookings/
https://outlook.office365.com/owa/calendar/YourVirtualAssistantLtd@yourva.co.nz/bookings/
https://outlook.office365.com/owa/calendar/YourVirtualAssistantLtd@yourva.co.nz/bookings/

