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25 Things You Can Delegate

Get 15 Hours Back 

5 Ways a VA Can Change Your Life



25 THINGS YOU CAN DELEGATE  
TO AN ASSISTANT TODAY

Administrative:
• Email Management

• Calendar Management

• Document Preparation

• Document Sorting  

& Organization

• Travel Planning

• Expense Reporting

• Proposal & Contract Creation

• Follow-up Calls

Operations:
• CRM Management & Updating

• Industry Research

• Report Generation 

• Data Analysis

• Project Management Tracking  

& Deliverables

• Meeting Planning

Personal:
• Doctors Appointments

• Vendor Research

• Birthday Reminders

• Vacation Planning

• Gift Buying

• Family Calendars

Marketing & Social Media:
• Social Media Content Formatting, 

Editing & Posting

• Social Media Content Scheduling 

& Tracking

• Responding  

to Social Media Posts

• Newsletter Formatting 

• E-Blasts 

Delegation is one of the most effective tools in a leader’s tool kit. Delegation 
empowers your team and helps you grow your business. Here are 25 tasks you 
can start delegating immediately with the help of a Virtual Assistant.



5 Things to Delegate to Save 15 Hours This Week  
Most business owners actually lose money because they don’t have someone else on their team to get 
more stuff done. If you could delegate just a few tasks like email management, appointment scheduling, 
travel bookings, meeting planning, and expense reporting - could you save yourself 15 hours every week? 

1. KEEP 
Things you love and only you can do them.

1. KEEP 

3. DELEGATE
Things you hate doing, but find yourself 
doing. These are items you procrastinate on, 
that others may like doing. This is typically 
areas like bookeeping, legal work, detail-
driven tasks, project managment, etc.

3. DELEGATE

2. DELEGATE
Things you love but you know that others can do. 
This is easily the area that you should lead, coach, 
and develop. Primarily because you love what 
you are giving them and likely there is passion 
in this set of actions/efforts/results expected.

2. DELEGATE

4. DELEGATE
Things you hate that others can do. This 
is a no-brainer! Don’t waste your time and 
simply delegate items in this area. 

4. DELEGATE
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Fill in the boxes below to find out what you can delegate today!



Most Popular Items 
Delegated to BELAY Specialists 
At BELAY, we connect busy leaders to virtual executive assistants to get more done and grow their company. 

Bookkeeping:
Accounts Payable

Payroll

Bank Reconciliation

Invoicing Clients

DTWEB 

Account Reporting 

Cash Flow Statements 

Presentation Creation 

Monthly Reporting 

Daily Calls

Misc. Data Entry

Posting Jobs to PCR

Social Media Updates

Email Management

Research

Web Services:
Uploading New Content

Updating Plug-ins

Security Updates

Scheduled Back-ups

Website Development

Integration with Other Software

Posting Jobs to LinkedIn, Facebook, Twitter, MRI

Administrative:
Calendar Management & Scheduling

Project Coordination & Followup 

Travel Arrangements

Expense Reporting

Meeting Planning 

Procedure Building

Vendor Shopping & Research



If you’re exhausted from work and haven’t got the free time to recover…

If you’re juggling too many responsibilities and worried about neglecting 
certain tasks…

If you want a low cost solution to fix these problems…

You’ve got a full schedule and a thousand deadlines to meet. You probably 
don’t have much brain power left to consider anything else today. However...
Did you know that too full a schedule or too heavy a workload can affect your health? And you might be surprised how 
deep it goes.

We all know that tiredness and stress can make you feel irritable and withdrawn, but there are some long term effects 
which could have a serious impact on your life.

They start by fogging your mind and concentration which leads to poor decision making, delayed reaction times and 
bursts of anger. But in the long term, you could face serious health issues such as high blood pressure, heart disease, 
depression, panic attacks or forms of anxiety.

It is therefore essential that if you’re finding work too demanding or if you’re not taking enough time for yourself, then 
things need to change.

Which is where this list comes in… 

By reading on, you’ll discover the 5 most positive changes that will come out of hiring a Virtual Assistant. You’ll learn 
how they can change your life, not only by making work easier and more enjoyable, but also by making you a generally 
happier and stronger person.

So let’s get started… 

1. Free Time
Finally free to relax, free to grow and free to breathe.

This is probably the most obvious of the benefits - if someone else took on a significant percentage of your 
jobs everyday, then you’re going to find more time for yourself. Result!

DISCOVER 5 WAYS A VIRTUAL ASSISTANT 
CAN CHANGE YOUR LIFE AND THE EASIEST 
WAY TO HIRE ONE!



Virtual Assistants come in handy for those recurring tasks that always feel like a waste of time to someone 
as busy as you. Things like checking your emails, for example.

How many times have you scrolled through your inbox and grown frustrated with looking for the important 
messages hidden among the spam? It’s like looking for a diamond in a sea of glass! 

But if you had a VA, it would be so much easier for you to communicate with important people trying to 
contact you. They could sift through your inbox beforehand, keeping the messages from clients or colleagues 
and deleting all the junk. Handy indeed!

Also, when you’ve got a full schedule, the last thing you want to be thinking about it structuring tomorrow’s 
meetings. A VA however can do that for you. Imagine walking into your office, loading your calendar, and 
finding your day already lined up for you, nothing missing, clashing or overlapping.

Even the more personal jobs such as making travel arrangements or ordering a take-out dinner to your 
office will contribute to the extra couple of hours you find at the end of the day… every minute adds up!

2. A Better Business
Accuracy, Efficiency and Productivity.

Has this ever happened to you…?

Two deadlines have crept up on you, both unavoidable and both time-consuming. You only have a week left 
to complete both… or maybe even a day. Suddenly you’re juggling them or jumping through hoops to get from 
one to the other as fast as possible. As a result, both tasks are only receiving 50% of your time and attention 
and therefore only half as good as they could be. 

Sigh.

But you can forget about those circus acts with a Virtual Assistant at hand!

With a VA taking on projects that don’t need to be done by you personally, you will be able to devote the right 
amount of care and consideration to each individual task. Now both tasks are being done with 100% focus 
and are completed to a high quality and with accuracy.

Not to mention, if there are two of you working through a list of jobs then they’re going to be completed 
faster than usual and you’ll be able to fit more into a day. Your personal efficiency will skyrocket and if 
colleagues are relying on your work to do their own, business productivity will also increase.

3. Happier Means Healthier
Delegating those jobs you hate and dread.

Some days you might find that you’re not feeling too bad, even if you have had back-to-back tasks and a 
deadline or two… until you hit that one job you hate. This one job - let’s call it a ‘chore’ - may take so long, 
be so boring or so confusing that by the time you finish you have a headache, backache, eye strain or any 
number of other unpleasant pains.



But wait a second… maybe you don’t have to do this chore yourself. Delegate it. (Ignore any twinges of guilt 
you get from passing on your chores to your Virtual Assistant - you’ve done them for long enough.)

Once your chores are off your plate, you’ll see the biggest change to your life yet.
You’ll lose the aches and pains they gave you, leaving you fully functionable for the important tasks which 
you feel are worthwhile or exciting. “Bad days at the office” will become few and far-between, work will 
become more enjoyable and as a result you’ll become a happier person.

4. Independent Contractors
Even less to be thinking about.

Virtual Assistants are independent contractors. Which means you don’t need to think about:

• Payroll Taxes
• Vacation Pay
• Sick Days
• Worker’s Compensation 
• Employee Benefits

And remember a Virtual Assistant cares about their business. It’s their livelihood – they want you to keep them busy. 
So it’s a win-win situation.

5. BELAY Pairs Perfectly
Matchmaking on personality and values.

At BELAY, we don’t just assign our clients with the next professional on our list, wish them “good luck” and 
hope for the best. We are big believers in customer satisfaction and to us that means starting out right, not 
just fixing problems when they crop up.

When you call BELAY looking for a Virtual Assistant of your own:

• We make an effort to understand you as both a professional and an individual.

• We utilize what we’ve learned and search through our team, comparing everyone’s core values, work 
ethics and personalities with yours.

• After carefully considering the best options, we provide clients with their perfect match.We do this 
because the better your VA understands you and how you work, the better the communication will be 
between you. Plus, a more comfortable relationship means your work together will be more enjoyable.



Success Stories

So now that you know how a Virtual Assistant can change your life, read these success stories from clients 
of ours who experienced these benefits for themselves…

How Can You Hire A Virtual Assistant?
A Virtual Assistant should be one of your most important hiring decisions because they:

• Free up your time

• Relieve your stress

• Reduce your working hours

• Make work a more enjoyable experience

• Become your own little problem solver!

Once you’ve tried working with one, you can’t go back! 

Hiring your Virtual Assistant doesn’t have to be a complicated process. In fact, it’s really easy to get started…

All you need to do is visit this webpage and follow the instructions.

https://belaysolutions.com/get-started/

BELAY has over 500 contractors available... Which means we definitely have the resources to help your business.



www.belaysolutions.com
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