Track payments
Pay assistants |
Monitor Cash flow |
Send out and collect invoices |
__create of profit and loss

— @ Financial Assistant |

_spreadsheet of profit and loss

o Paypal

Bank Nat West |
Nationwide

Credit Card |
Bartercard

Track my accounts |

start off interaction with clients asking them what they want,
look at all previous interactions | have had to see my tone,
i lask and style

organising work trial _  gecrjiting New Workers |
@ Client support |

add into Send Out Cards directory and send cards et clients postal addresses

® review jobs on all job_boards
@ subscribe to google neWs alerts
suhscrihe to blogs in gavins google
readeraccount | Blog commentin
comment on relevant blog posts and topics

this drives traffic back to our site

make posts to relevant groups 4{ 3 Sales/New Business Assistant }

" Facebook
develop relationships with group owners )7

look at places like Craig's list set up rss feeds into a
main google reader account

contact clients on board and bid for jobs |

look for translation jobs,writing jobs, VA jobs

change domain name servers
ns67 sel jty.com, | login to godaddy

nS68 serverquality.com | hosting
note user name for ftp g4 p hosting account

optin message

‘ Organising My ‘
Virtual team
autoresponder name
autoresponder messages
autoresponder number |
set up new autoresponder

copy format from template form

bullet points
- i squeeze page
headline 1 use template form from client | website

audio/video J

1shopping cart details

create squeeze page

v

" 4 web design projects

thank you page

manage projects for clients
manage i so the project gets done

monitor hosting charges and bill clients for hosting

create graphics .
liaise with desi to get things done_|—| & graphic design |

market service too
| listof potential clients
bartercard directory )7 Send out Cards
sole edford Virtual Assistant
Internet marketing

water filtration __sports nutrition main niches

speed camera detection |
golf
Foreign exchange trading

different topics related to my main niches

3 | create web 2.0
Squidoo, hub pages etc |

for my niche areas

submitting articles 4{ P Niche work }'

book mark blog posts ————
bookmark videos

book mark RSS feeds

stumble upon, delicious, digg etc

Social Media Marketin

Social book marking

selling squidoo lenses |

identify relevant blogs, forums, video's and Facebook groups to post comments on, set up
and monitor google alerts

Drill down in my niches and identify products within those niches that | can promote

collect data from click bank and other affiliate sales sites that | can promote in my niches
create my affiliate links for these products

research

Tasks for My Virtual Workers.mmap - 25/03/2008 -

_Post text to blog
categorise blog post
make it look tidy

Posting on my Blogs embed video into post
add a photo to blog post

- log into www.1shoppingcart.com _ Send message to to &
_once postis completed - -~

check and reply to in my account

confirm new friends

make posts to relevant groups
| Facebook we need to find out their mailing address

check Facebook for people’s birthdays we need to identify people 10 days in advance and
.send them a card through send out cards

develop relationships with group owners

log into 1shop cart and send notification to list of blog
posts and

1 shopping cart/Aweber

. Monitoring Google analytics results _Weekly result
 Tracking Performance - -

google calendar or instant-schedule?
need people to book appointments with
me

organise my calendar and book selonlinelcalendan

search for pictures on www.flickr.com or www.sxc.hu dont spend too much time

load pictures into slide show creator

create audio by recording and uploading or dialling number and adding
slide show creator in Traffic Geyser | Produce video

Use keywords that we are targeting to create title for video write

_description for video following guidelines

Change and add different photos and then resubmit video using
. Video different title for video and phrases

. Produce Videos using Power Point and Camtasia
upload videos to Traffic Geyser

check on sites not_been successfully uploaded

edit videos that | create and produce using camtasia

log into Gavin's computer Upload camtasia add link to training video to VA training centre
training videos to Outsource success site g
49—[; add link to members area
remind me when birthday is coming up
Send Out Cards (
( i send message and VA chooses card and sends to person

log into my computer

add address label people to Send out
cards database and categorise as

gmail account if unsure leave

_look at my labels

Personal tasks

copy from memory card

organise ersonal photos
= me B _upload to flickr

_edit my personal family video clips
upload into youtube occasionally upload to Facebook
Family video clips ==

post on my blog or my son Jacks blog

e-mail message to my family and friends about the video



http://www.1shoppingcart.com
http://www.flickr.com
http://www.sxc.hu

