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About your author:
Hi, I’m Kat, Trainer, Coach and Director of Helpful Ltd, 

a Virtual Business Consultancy Company. I’ve been 

married to my husband Neil for 15 years, and we have 

two girls together; 8 years and 6 years.

Over the last 15 years, my husband (a Brit) and I (a 

Kiwi) have lived in the UK, New Zealand, and Australia, 

before finally settling back in NZ again in 2013.

I started my career working in a not for profit as the 

Personal Assistant (PA) for 3 National Directors, later 

moving to work as an Executive Assistant (EA) at a 

corporate oil exploration company. After that, I moved 

from admin, to working extensively in sales and 

marketing management in the finance and real estate 

industries.

In 2008 when I had my first daughter, I quit my corporate life to become a stay-at-home 

Mum. I started blogging, to record the things I started to learn to craft, while my daughter 

was napping. My blog ended up growing far bigger than I had ever anticipated, into a side 

business. This was my introduction to the online world, and I loved it. It was so flexible and 

fun! I loved the connections I made with people all around the world!

Shortly after we moved back to NZ in 2013, I went back into the “corporate world”, 

working for New Zealand’s biggest Virtual Assistant Company. I started as a Virtual 

Assistant, quickly moving to a position as the Head of Training and Projects. But, even 

though my position was “virtual” to my clients, I was still based in a corporate style office. I 

missed the freedom of working my own hours around my family, and I knew I could make 

more money working directly for clients, so in December 2015 I resigned from my position 

and started my own company, based from home.

As I write this, it’s now April 2017 and I have never looked back. I love being able to work 

flexible hours, not having to commute a long way to the office every day, and being in 

charge of my own workload, all around my family & lifestyle. 

Your goals and circumstances may be similar to mine, or the opposite to mine, and 

that’s ok either way. That’s what I love about a virtual assistant business; it can be 

made into whatever you want it to be.

Here are my top 7 steps to having a successful Virtual Assistant 

business, around your lifestyle & family, whatever that looks 

like to YOU.
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STEP

1
Plan to succeed
What does it mean to plan for success?

Let’s look at a few case studies:

Case study 1:

Sarah works in the city each day and is fed up with her long commute in each direction. She 

feels stuck because there aren’t any jobs close by where she could earn a similar amount, 

but she knows she wants a change. Sarah knows she has the skills and technology to do 

her job just as well from home, but her current employer isn’t flexible enough for that to 

happen. She decides she would like to work from home virtually.

Sarah decides to resign from her job to start working for herself. She has no plan 

in place, she just knows she’s capable and wants it enough to make it work.

Kerry recently finished up her maternity leave and went back to work full-time in her 

corporate job. Her job is not working out for her – the hours are long, she’s finding it 

hard to keep up the pace, and she misses being around her kids. Kerry has heard about 

several people that have become successful virtual assistants and decides she wants that 

lifestyle.

Which one of these case studies is more likely to be a success?

Case study 2:

Kerry decides working from home, for her own business, is right where it’s at for 

her, so she establishes a plan to make it happen. Kerry plans out:

• How much she needs to make a week for her family to 

have enough income

• What her main skills are that she can sell

• What those skills are worth to sell

• How many hours she will need to sell to earn enough

Kerry sits down and makes a strategic plan to make alllll of that happen 

successfully.
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What is a strategic plan, you say?
 

A strategic plan for success needs to include:

1. A written plan to succeed at what you want

2. Knowing yourself

3. Knowing the $$$

4. Getting smart systems in place

5. Getting an A Team of supportive peeps

6. Making your brand stand out

7. Planning to sell

So, basically, Step 1 is to create a written plan to succeed at 

what you want, by following steps 2-7.

The reality is, depending on so many other factors, both case 

studies could well succeed. However, one person is guessing 

they’ll succeed, and the other is planning to succeed. 

When we don’t like where we are now, it can be tempting to be 

like Sarah and make decisions based on emotion. But, making 

a strategic plan to succeed can save so much time, money and 

heartache!

It’s all about 

the plan
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STEP

2

STEP

3

Know yourself
To plan for success, you need to get real with your good self:

Get to grips with your own $$$
The number of businesses that go out of business in their first few years is just plain scary. 

And the number 1 reason businesses go out of business is because of the lack of $$$. Not 

necessarily because they don’t make enough money, it can also be because they don’t 

manage their budget properly, don’t put aside enough for tax, and don’t comply with 

their country’s tax paperwork laws.

We don’t want that to be you, right?

So… it’s important to get to know your finances

• What are you good at? 

• What are you not good at? - Knowing your limitations and 

minimising these, can help you maximise your success.

• What are your best skills you can sell to clients?

• How much are these skills worth in your marketplace?

• What even is your marketplace – e.g. would you prefer to work with 

people in your city so that you can occasionally meet with them in 

person, or will you work with people you’ll never meet in “real life”?

• What industry are you best suited to find clients from (or would you 

just plain like to get clients from) - play to your strengths.

• How many things can you juggle at once? If the answer is not 

many, try to focus on getting  several larger clients rather than 

lots of smaller ones (who in my experience will all want nothing or 

everything from you at the same time).

• How much do you need per week/month to feed yourself, the 

fambam and the cat?

• How many billable hours per day/week does that mean you need to 

sell? (Not to be confused with how many hours you need to work – 

because not all business work will be billable/earn you money)

• What business structure will you use? (sole trader, company etc.)

• How much money do you need to keep aside for tax?

• Do you need to register for GST/VAT/Salestax?

• How will you keep track of your sales & expenses?

• Who will do your accounts/file your paperwork? – if that’s you, make 

sure you know what you’re doing!

The great thing about having a virtual assistant business is that you don’t need 

many clients to fill you up!! There are 2 types of main client; project clients (who do 

work on a casual basis) and ongoing clients (who do work on a weekly basis). You 

can get away with having as few as 1-2 clients if you sell ongoing weekly reccuring 

work. Those are the best kind to find for steady/reliable income/workflow.

Bonus news
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STEP

4

STEP

5

Get SMART systems in place
To plan for success you need to make sure you will be working smarter not harder, 

and have a way to manage your workflow. After all, you will be employed to help business 

owners manage their workflow – so it’s important to make sure you’re an expert in 

managing your own.

To manage your work from home you’ll need:

The basics:

Ensure you have an A team
Working from home can be lonely at the beginning, until you get into some great teams 

established with clients. So, make sure you establish a network of supportive people 

(peeps)!

Your A team can come in a variety of forms:

• A reliable internet connection – it’s all about the speed my friend

• A fast and reliable computer – and two screens are better than one

• Professional peeps that you pay to consult to your business

• Peeps that offer their two cents without you paying them

• Business mentoring/support groups (paid or free) that you rub 

shoulders with

• Employees/staff

• Contractors 

• Cloud based everything – emails, calendar, meeting programs, file 

storage system, $$$ tracking systems, security and good backup 

system

• A professional proposal template that you can adjust and send to 

potential clients

• A “terms of engagement” – or some kind of legal document that will 

form your written agreement with your client(s).

As well as:

If your business won’t be big enough to have employees or contractors, it doesn’t 

mean this part doesn’t apply to you. Your need for a support system will be even 

more valuable to you. Your A Team peeps will be the ones you go to when you 

have a bad day, celebrate the wins with you, when that new client confirms, 

mentor you when there’s something you need to learn, collaborate ideas with, 

and market your business to their networks when they think you do a great job.

Important to note
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STEP

6

STEP

7

Make your brand stand out
When planning for success in business, you must make sure you get your branding 

right. People eat with their eyes - a more attractive, modern brand, will appeal to a 

wider audience. 

It can be tempting for some, now they’re in the creative director seat, to make their 

brand really pretty and flowery. But, proceed with caution here – think about 

who will use your services. Are they men who won’t appreciate “pretty and 

swirly”? To make your brand appeal to the widest possible audience, I suggest keeping 

your brand look clean, unfussy, and gender neutral.

Plan to sell
Unfortunately, starting a business, making pretty business cards, getting fancy business 

cards printed and creating a website, is not usually enough in itself to sell any 

business.

Making a sales and marketing plan to meet those first few clients and get them over the 

line, will really help here. In your sales/marketing plan, you will need to think of some 

strategies to help you win your desired clients.

• A logo

• Business cards

• Letterhead template

• A website (oooh why isn’t this in the basics right? If you can have a 

website from day 1, yay great! BUT believe it or not, I do not believe 

a website is compulsory - you can totally have a very successful 

business as a virtual assistant without ever having a website)

• Signs/banners (IF you plan to go to groups/tradeshows where these 

will be beneficial)

The nice to haves:

The basics you will need:

My number one recommended strategy to meet your first client(s) is:

Get out there, talk to people and tell them what you do!

Unless you live in a super isolated place, where there literally aren’t ANY businesses that 

will benefit from your services, I recommend you start and stop (initially) with that one 

strategy.
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Ooooh  now I’m even more controversial right?! 

But yep, I stand by it. There is absolutely nothing wrong with meeting clients 

online (through a website/social media/find a virtual work platform such as 

Upwork). They are all great too (I mean, whereever clients come from is great 

right?!).

But, it continues to prove true for me, and continues to prove true for the large 

Virtual Assistant company I used to work for; making a personal connection with 

someone first, and converting them into a client second, makes for the quickest, 

easiest, and most long-term type of client. Which is why I recommend that as a 

first strategy.

Start with the people you know who own their business; give them a friendly call and 

tell them you’ve gone out on your own. If they don’t need help themselves, ask them if 

they know anyone that does.

Don’t be jerky or salesy. Be casual about it, be authentic, be yourself. 

It’s all about conversations that make connections.

• Joining some LinkedIn groups of people in your targeted industries

• Being active on LinkedIn liking posts, sharing posts and blogging 

tips/tricks

• Trying to “connect” with as many local business owners as possible 

on LinkedIn

• Join a business networking group of friendly peeps

• Take a course where other business owners will be – e.g. 

bookkeeping software course

• Establish a relationship with an accountant and/or business coach 

(or even several) who would be a great source of referred business

Other places to try:

Shhhh wanna know a secret?

Over the page I share my not-so-secret secrets of how 

I met my clients...

I’ve always been full, and never advertised in the traditional online way. Yep, 

for my virtual assistant business I haven’t done any social media or blogging. 

Despite the fact I work for them virtually, the best clients I’ve had, have always 

been ones I’ve spoken to, met organically, or had referred. Over the years I’ve 

found those are the easiest clients to win and most loyal to keep.

My secret is...
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Two particularly unexpected, but valuable client meetings:

I hope you have enjoyed my 7-steps to success!

This is meant to be a quick refresher or starting point.

If anything doesn’t make sense or is confusing in anyway, don’t fret! I’ll be back 

soon with more great stuff to answer any questions and make it so-very-crystal-

clear!

In the meantime please feel free to connect:

• I met a client when I flew up to another city to meet another client for her studio open 

day. When I arrived my client had a customer there buying one of her fabulous pieces 

of jewellery. She introduced me as her virtual assistant, and he replied “no way, I’m 

trying to encourage my wife to get a virtual assistant”. Cue another new client!!

• Another one of my clients I met when I broke my wrist and couldn’t drive. I had to use 

a driver to take me to go onsite with a client a few times. Naturally, on the 45 minute 

commute (thanking my lucky stars I did not have to do that commute every day!), I 

got talking to the driver and she asked me what I did. When I told her I was a virtual 

business consultant she turned at me and literally said “where have you been all my 

life, I need you. When do you get your cast off so you can help me?” That was the point 

I hired my second staff member.

A few of my client stories:

• I found my first client by calling a job advert advertising for a “sales administrator 

contractor”. I still work for that client today, 18 months later. Totally worth the 

butterflies of making the phone call!

• I met the wife of my next client, while at a cocktail party making small talk. She took 

my card and I still work for her husband 10 hours per week

• Several clients have been referred

• I’ve met other clients through my daughters’ school (I built their new website and 

designed their new prospectus) and the kids after-school activities

Feeling inspired?

www.thehelpfulacademy.com

kat@thehelpfulacademy.com

@thehelpfulacademy

@Kat Soper


