
 

How to Hire a VA 

(Virtual Assistant) 

 

 

 

 

 

-List Processing 

-Running GIS Software 

-Initial Scanning of GIS Photos 

 



Where to Find Virtual Assistants and What to Look For 
 
A virtual assistant is someone who helps you with tasks for your business, but 
doesn’t reside in the same location as you.  Nobody can run a business by 
themselves and sometimes you need a little help. Because the Internet puts you in 
touch with people from all over the world, VA’s are often hired from other countries. 
When looking for a VA, your first consideration is whether you’d like to hire locally 
or choose someone from another part of the world. 
 

You should be able to find a cheap VA from overseas who has adequate English 
skills to serve you well. 
 
Home Country vs. Overseas 
 
The advantage of hiring someone from your home country is that there is no 
language or culture barrier. It’s much easier to communicate with your fellow 

countryman (or woman). For some, it’s ideal to work with someone locally who you 
can call and even meet face to face. 
 
However, the main reason we often hire virtual assistants from other countries is 
that they’re rates are cheap. In many countries, the dollar (or other Western 
currency) goes much farther and this means that you can pay little but still pay 
well. Even though it may seem risky to work with a person from another country, 
there are many high quality VA’s on the sites we recommend. If the VA is 

experienced and professional, it doesn’t matter how far away they are. 
 
Characteristics to Look for 
 
When choosing a VA, there are several key characteristics to look for. First of all, 
gather up all the instructions for the tasks you need done and make sure they have 
expertise performing them. It’s much easier if your VA already has experience so 

that you don’t have to spend the time training them. 
 
Download any written instructions for the task that we provide, and take note of 
the Screencast.com web address for any videos that show the task being done. 
 
The best way to measure ability is to start with a small task as a test run. If they 
do it well and in a timely manner, gradually delegate further tasks to them.  

 
Some VA sites also have ratings and show how much the VA has earned on the site.  
You can sort out those who have lower ratings or are new to the site. 
 
Of course, price is a factor. But rather than simply looking for the lowest-cost 
service provider, decide beforehand about how much you’d like to pay and look for 
high quality services at this rate. Just remember that you usually get what you pay 
for, so the lower the rate the less experienced the person will tend to be. 

 



However, most tasks that you’ll want to farm out are not beyond the reach of some 
of the lowest-paid VA’s out there. 
 
After testing the VA, see if they will do similar jobs for a flat rate.  Set deadline 

expectations. 
 
 
Where to Find Help 
 
There is no shortage of places to look for help.  
 
We usually find someone right away by using Odesk.com.  For more advanced jobs 

Odesk also works but you may want to try elance.com as well. You can post jobs on 
these sites and VA’s will respond. A great place to post an ad is on Craigslist if you 
want someone more local. 
 
 

Best Practices for Training Your VA 
 
Again, start by offering the VA a very small job and see if they’re capable of 
performing it. At $3 per hour or less, you can afford to try several at once with the 
same small job to see which does the best work.  In fact, for such items as PDF to 
Excel conversion, you could ask that they post a test case before you even hire 
them to see what the result will be on future conversions. 

 
VA’s are surprisingly willing to do work to prove themselves before they are even 
hired, this is ideal.  You may even be able to negotiate flat-rate pricing from the 
start. 
 
Software 
 

The right VA should have the necessary software to do basics – other than the GIS 
Shredder, they should have everything they need to perform the work you’re 
asking. 
 
Do They Get It? 
 
Never assume that they ‘get it.’ There are always times when you think you’re both 

on the same page only to discover that you’re way off. For every task, start at the 
very basic level and tell them exactly what needs to be done or give them access to 
the resources/instructions you have been provided so they know what to do. 
 
Make It Unnecessarily Detailed 
 
When outlining tasks for your virtual assistant, make it more detailed than you 
think it needs to be.  

 



We’ve tried to make instructions given “Ready to Go” to give to a VA.  For tasks 
that you might want to hire a VA on, we’ve posted a “Screencast.com” link to the 
video, and you can give that out freely to prospective VA’s as well as the written 
instructions that you can download. 

 
 
Move on! 
 
If a VA assures you they can perform the job and does OK on a test job, but can’t 
deliver in a satisfactory manner once hired, just move on to the next one.  You’ll 
see that there are dozens more eager to serve you. 
 

 
Know Their Limitations 
 
It’s very rare to find one person who can perform all the tasks you need to have 
done. Chances are that your VA will be better at some things than others. As their 
manager, it’s essential that you understand their strengths and weaknesses and 
work with these. 

 
If you’re outsourcing most of the work from A-Z, you’ll probably have a different VA 
who does your PDF to Excel conversions, for example, than one who does 
preliminary analysis of your GIS photos. 
 
 

What to Do When Your VA Isn't Working Out 
 
A good virtual assistant is an amazing help to your online business and can be the 
difference between frustration and quick growth. However, sometimes there are 
problems that need to be resolved in order for your VA to be the valuable asset you 
need. Here are a few common problems and what you can do about them. 

 
Not Meeting Deadlines 
 
What if your VA does great work but doesn’t meet deadlines?  Stress to them the 
importance of getting the work done by the due date. If they’re inexpensive, you 
might consider giving them a little more as incentive.  However, time is of the 
essence when a tax sale is just weeks away. 

 
Communication Breakdown 
 
If your virtual assistant isn’t communicating with you the way you want them to, 
try another channel of communication. For example, talk through chat instead of 
email. You might try asking them for a suggestion and being flexible with what they 
give you. It may help to schedule regular communication times. 
 



Communication is also something that’s good to talk about in your initial contract 
phase. Tell your new VA that you’re most comfortable using, for example, Skype 
and ask if they can do that. Make it a condition of hiring them. 
 

Recommended VA Sites:  Getting Started 
 
 
 
Odesk (Cheapest available labor): 

 

https://www.odesk.com/signup/user-type 

 

 

Elance (Better quality, a little more expensive) 

 

https://www.elance.com/php/reg/main/createAccount.php?job=1 
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