
How to Work With a VA 

!
Tips working with your new VA !

Read the contract before signing it and ask any questions you may have prior 
to signing. 

Give them a few tasks at the beginning and then add more as they prove their 
skills 

Use lastpass.com or logmein.com to share passwords 

Follow up with your VA when work is completed or when you think it should 
be completed 

Be patient with your VA and yourself! Especially at the beginning of your 
contract. 

Make sure you and our VA are using the same tools and have an 
understanding of what tools you are using for what. 

Pay on time so you don’t have any interruption in your services 

Trust your gut when hiring and working with your VA! If you feel like there 
isn’t something that’s right then listen to your gut and consider if this is a 
good fit for you.  

If you find it isn’t a good fit, don’t simply stop communicating and paying. Let 
your VA know that you would like to end the contract. Review the contract 
and determine the best way to do this. You should expect your VA to do this 
same with you if they feel you are not a good fit for them as well. 

Use screen share software to train your VA to do things you want done a 
specific way. 
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http://lastpass.com
http://logmein.com


Be prepared for price increases. As with any business rates may go up. 

Keep your VA informed of how things are going. If there is a problem address 
it immediately. If they are doing well tell them. 

Respect the hours of operation. If a VA says they don’t work weekends, don’t 
ask them to work weekends. You should expect the same from your VA. If 
you don’t work weekends they shouldn’t be asking questions and expecting 
answers on weekends. 

Don’t bombard your VA with a hundred emails in a day. This will save you 
some money! Save your questions and send them all in one email. 

Remember that you are probably being charged for phone time so keep it 
short and to the point. 

Be clear about your expectations. If a project needs to be done and the VA has 
emergent questions how would you like it handled? 

Give detailed instructions when submitting a task. 

Be open to questions an encourage them. This way your VA will be able to do 
exactly what you need done. There should be a lot of discussion and 
questions at the beginning. The longer you work with your VA the fewer 
descriptions and questions you will have for each other. 

Use a project management system. Keep all tasks and correspondence in the 
PM system if possible. This will save time and money as well. You can either 
use your PM system or the VAs, whichever you both decide to use. 

Communicate with your VA! When in doubt ASK! If you aren’t sure what’s 
going on with a project or task, simply ask.  

Expect that your VA will have questions and be patient with the questions, 
especially at the beginning. 

It is possible to over communicate too. Be sure you are on top of what’s going 
on, but don’t get in your VAs way of completing your work either. 

Consider asking for a trial period. A lot of VAs don’t put this out there up 
front, but you certainly could ask. A trial period could be between 2 weeks to 
a month. After that consider signing the contract for a longer amount of 
time. 

Be realistic with your expectations. Especially when you are first starting out.  
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!
Remember, your VA is a business owner just like you! Even if they are 
working with you through an Internship. Treat them with the respect they 
deserve.  !
Let your VA know how they are doing. If they are doing great, share a brief 
testimonial on their LinkedIn profile or Facebook page, or simply send them 
an email thanking them for helping you grow your business. If they are not 
doing as well as you would like, let them know in a private email so they can 
improve. It’s possible they aren’t aware of your frustration. !
If you find that your VA is working for you full-time consider hiring an 
additional VA to help with the growing workload. In this case you could have 
your current VA help you find someone and have your current VA be the 
project manager to delegate future tasks. This will take a load off of you 
having to manage two contractors. !
If you have a VA Intern that you would like to hire after you are done with the 
Internship, that’s awesome! Simply schedule a time to chat with the VA to 
determine what rate they are charging, if they can continue doing the work 
you have given them within your budget, and if they are interested in taking 
you on as a client.
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