
HIRING A 
VIRTUAL ASSISTANT

L I S A  W I L S O N

How To Find and Hire The Right Virtual Assistant. 



You have been running your business for a while now. You have learned a ton,
and you are building so much business that it’s hard to find time for all the
‘stuff’. Bookkeeping, responding to email inquiries, marketing, showing up to
all the events….and never mind making sure that your clients’ needs are being
met. There are no longer enough hours in the day, and all you can think about
is “Didn’t I start this business to have more flexibility?”

It's time to get some help! I know that can feel scary and daunting, but it’s
time. Behind every good CEO is a great assistant. Below are some helpful tips
to finding the right person for you.

1. Figure out what you need help with
This is always the first step, and here is how I suggest you go about it. Over
the next couple of weeks, write down the tasks you did each day and how
long each took. Be as detailed as possible - how long you are spending
responding to email/social media messages; how much time you are
spending getting the client from agreeing to purchase, to actually providing
the service or getting the product to them. Also, log when you are interrupted
as well as all the tasks that you didn’t get to. Take note of the tasks that you
enjoy doing and the ones that drain you - the latter of which are most likely
the tasks that you didn’t get to. The resulting list are things that you might
consider passing over to someone rather than continuing to do them
yourself. 

2. Know who you are as a manager/business owner
Another important step is ensuring that the new hire can work with you. It’s a
simple fact that not everyone is well suited to work together. If you are the
type of manager who is not the best at organizing, you might want to hire
somebody who is highly organized and can help in that area. If you are
straightforward, you will want to ensure that the person you hire understands
and can handle your managerial style without getting offended if you’re a bit
blunt. 

3. Reach out to friends and business contacts/Post the job
Now that you know what you need help with and who you are, where do you
start to look? My suggestion is to reach out to your contacts. There is a good
chance they know someone who does the work you are looking for, or they
may have a contact who can help. 



4. Post the job and let others know you are looking for someone new 
I often see companies overlooking this step as well. They meet someone who
is looking for a job and they hire them right away, instead of putting out
feelers to see who else is out there. Nothing should be done from a place of
desperation. You don’t want to rely solely on word of mouth. It’s important
that the right people see that you’re hiring and that often means getting the
word out, outside of your circle. If money is a concern, there are tons of free
job boards online. 
 
5. Review resumes 
This can be a very quick step depending on how many people apply. If you
have considered what you want, this is a quick way to weed out those who
don’t have the basic skills required for the job. 

6. Interview 
This is an import step because this is where you find out if the person you are
talking to is a match for everything you came up with in steps 1-3. It’s
important that you ask questions about fit, as much as asking questions
about skills for the position. My favourite way to do this is by asking
behavioural questions. For example, ask the interviewee to tell you about a
time when they needed to deal with a situation similar to something that may
arise in the job. This gives you an idea of how the person acted or reacted in
the past, and how they are likely to act in the future. Remember, a good
interview takes at least an hour. 

7. Get a contract signed with a probation period 
You can do all the pre-work in the world, but sometimes people aren’t honest
about who they are, and you hire someone who doesn’t fit. This is when you
want to be sure that you have a probation period included in their contract.
It’s easier to deal with a person who doesn’t fit in the probation period than
have to go through all the steps to terminate them. 

If you are a manager or business owner, there’s a good chance that you’ve
invested a great deal of time, money, and energy into your company, so it’s
natural to want the absolute best for it. Sometimes finding the best employee
takes a bit of time, but it’s worth it in the end. Don’t let a short-sighted
decision give you long term pains. Follow these steps and make sure you hire
the right employee to help your company fulfill the vision you had for it all
along. 
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