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INTRODUCTION

Business owners, CEOs, and senior executives have demanding
schedules. In addition to running their organizations and making high-
level strategic decisions, they also have personal lives that need to be
attended to.

To top it all off, daily life is filled with repetitive, often mundane tasks
that need to be taken care of. To stay focused on their priorities and
avoid being pulled in multiple directions, it makes sense for such
individuals to hire virtual executive assistants.

Traditionally, many busy executives would hire personal assistants to
provide administrative support on-site. However, rapid advances in
technology, the high cost of labor in many large cities, and disruptors
like the coronavirus pandemic have made it practical and more cost-
efficient to hire remote virtual assistants.

In this guide, we'll define what virtual executive assistants are. We'll
also go over the tasks and responsibilities that can be delegated to
them by busy professionals. Finally, we'll explore the benefits you'll
enjoy if you partner with a Sigrid Virtual Executive Assistant.
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WHAT IS A VIRTUAL
EXECUTIVE ASSISTANT?

Also known as virtual personal assistants, virtual executive assistants
are skilled professionals who provide administrative, technical, and
creative support to clients remotely. While they typically work from a
home office, others work in coworking spaces.

People employed in this field typically have several years of
experience as office managers or administrative assistants. As they're
either independent contractors or are employed by companies that
provide VA services, clients aren't responsible for any employee-
related taxes, insurance, or benefits. Neither do clients have to
provide their VAs with office space, computers, or related equipment.
Clients simply pay for the work they need done, when they need it
done.



WHAT DOES A VIRTUAL
ASSISTANT DO?

Aside from performing standard administrative tasks like scheduling
appointments, making phone calls, booking meeting rooms, and
making travel arrangements, today's new breed of virtual assistants
can perform a wider range of tasks and have unique areas of
expertise.

Virtual assistants who are proficient in social media and content
management, graphic design, and IT support, just to name a few
specialties, are in high demand among clients. Specific professions—
like lawyers, real estate agents, and eCommerce entrepreneurs—
would also benefit greatly from the expertise of executive virtual
assistants.

To ensure that clients are getting the full range of support, Sigrid,
which provides professionally managed virtual assistant services,
pairs each client with their own dedicated VA. This VA, in turn, is
backed by a team of highly trained Specialists who can supply
specialized services to clients as needed.


https://www.sigrid.ai/blog/outsourcing-tasks-to-a-real-estate-virtual-assistant-sigrid.ai

LISTED HERE ARE SOME OF THE TASKS THAT CAN BE
DELEGATED TO YOUR SIGRID VIRTUAL EXECUTIVE ASSISTANT:

e Scheduling & Calendar Management
« Making Reservations

e Travel Management

¢ Project Management

o Presentation Design

e Human Resources

e IT Support

o Bookkeeping

o Expense Management

e Specialized Research

e Document Management & Data Entry
¢ Online Shopping & Delivery

¢ Online Bills Payment & Subscription Management
e Service Procurement

« Handling Insurance Claims

¢ Social Media Management

o Event Management

+ Household Management

e Child & Family Logistics

READY TO START YOUR JOURNEY WITH US? BOOK
A CONSULTATION OR TEST RUN OUR SERVICES.

WE CURRENTLY OFFER THE FIRST 14-DAY
PERIOD FOR FREE [I]J’Il.lm-é OUR SUBSCRIPTION


https://docs.google.com/document/d/1msGf9NY34T_MYuXnX29hmM1TesPCayy3EdRdvVATU08/edit#heading=h.py945neoxnzh
https://www.sigrid.ai/book-a-consultation-now
https://www.sigrid.ai/subscription-plans-and-pricing

SCHEDULING &
CALENDAR MANAGEMENT

The average executive has a weekly schedule packed with numerous
meetings with investors, clients, and colleagues. Moreover, as a result
of the coronavirus pandemic, more and more meetings are taking
place virtually—and that means sending out Zoom and Google
Hangout invites to attendees who might be located in different time
zones and adhering to different schedules.

Aside from the logistical challenge of setting up business meetings
and managing project deadlines, you'll also need to take into account
your personal life. Those doctors’ appointments, family dinners, and
children'’s recitals all have to be integrated into your schedule.

Thankfully, your Sigrid Virtual Administrative Assistant can handle all
aspects of your calendar management. This ensures that all major
events and priorities in your professional and personal life are
seamlessly integrated into your schedule. Just give your Sigrid VA
access to your calendar and they can proactively plan your life weeks
in advance. This, in turn, gives you more time to focus on the things
that really matter to you.

YOUR SIGRID VA CAN ALSO HANDLE OTHER GENERAL
ADMIN TASKS, INCLUDING:

o Managing your email inbox

e Responding to your emails and phone calls

o Managing your contacts list

o Reminding you of important dates and events
o Updating your online records



MAKING RESERVATIONS

Whether you need to make reservations at your favorite restaurant,
hotel, or entertainment venue, or book a conference room for an
important presentation, your Virtual Executive Assistant can handle
all of your reservation needs.

If you need help researching venues and prices, your Sigrid VA can
take this task off your plate. Just give your VA all of the requirements
and your budget and they'll look for suitable venues.

Your VA will create a short list highlighting the features, pros and
cons, and prices of each venue. Once you've made your final decision,
they'll make the reservation.

TRAVEL MANAGEMENT

CEOs, senior executives, and entrepreneurs often have to travel a
great deal for work. Managing the intricacies of your travel itinerary,
researching and booking flights, booking accommodations, as well as
dedling with ground transportation can be time-consuming, and
oftentimes, frustrating.

Delegating your business travel needs to your dedicated Sigrid VA
will relieve you of these responsibilities, enabling you to focus on
getting your objectives done on each trip. Your VA can proactively
manage all aspects of your trip and make sure that every detail is
seamlessly integrated into your schedule.

Their services will prove particularly invaluable when flights or
accommodations get canceled at the last minute. Your Sigrid VA will
take charge of the situation and rebook flights or accommodations in
a timely manner, helping you stay on track.



At Sigrid, your VA is supported by Travel Specialists to ensure that
you're getting premium travel management services. Once you give
them access to your calendar, your VA and Travel Specialist can
assist you with the following:

« Researching the best prices on flights, hotels, restaurants, car
rentals, and meeting venues

¢ Researching health and travel measures taken by host countries

o Finding the best price for remote airport parking

¢ Flight check-ins and booking your preferred seat

o Visa assistance and applying for the renewal of your passport

¢ Cadlling the airlines for travel-related inquiries

o Tracking lost or delayed luggage

PROJECT MANAGEMENT

If you're looking for a Project Management Assistant who can provide
highly structured

support as a demonstration of good corporate governance, look no
further than Sigrid.

Your Sigrid Project Management Assistant can handle all aspects of
your projects—anticipating challenges and devising solutions,
updating your SOPs, and proactively scheduling meetings.

By accomplishing tasks in an efficient and timely manner, your team
benefits immensely. You'll save time and money, see an improvement
in team morale and employee engagement, as well as improve
customers' perception of your professionalism due to your excellent
project management governance.



Your Sigrid Project Management Assistant can accomplish the
following:

e Set up an MS Teams site & Workstreams for every project

o Set up meeting scheduling templates for every project

¢ Manage meeting scheduling and calendars

« Manage meeting room and event bookings/rebookings

¢ Schedule conference calls on Zoom, Hangouts, Skype, etc.

o Implement and maintain an online project documents structure
o Conduct client profiling

o Conduct competitor analysis and specialized research

o Conduct process management

o Perform personal admin

PRESENTATION DESIGN

Do you need beautiful, professionally-designed presentation slides
prepared in time for your next meeting? Your Virtual Executive
Assistant, supported by a Designer, will design impactful
presentations for you using PowerPoint, Keynote, Prezi, Canva, and
other software.



HUMAN RESOURCES

If you're too busy to handle the HR functions of your business but do
not want to commit to a full-time HR professional, Sigrid can help. Our
highly-experienced HR Virtual Assistants can handle all of your HR
needs at a fraction of the cost of hiring an in-house team.

Your Sigrid HR VA can handle the following:

RECRUITMENT MANAGEMENT

¢ Advertising job openings on Workable, LinkedIn, and
other job sites

e Screening, interviewing, and processing job applicants

o Reviewing applicants’ resumes and online profiles

¢ Conducting initial interviews & scheduling one-on-one
interviews with team leads

¢ Preparing and sending offer letters

e Preparing on-boarding documents

o Facilitating new hire orientation

ATTENDANCE MONITORING & TIMESHEETS

¢ Maintaining your employee attendance &
time tracking system
o Preparing monthly attendance timesheets

PAYROLL MANAGEMENT

e Preparing the monthly employee payroll

¢ Processing confidential salary information

o Keeping all employees’ financial records as
required by law

¢ Submitting government tax reports in relation to
employee incomes



GENERAL ADMIN & PERFORMANCE MANAGEMENT

¢ Maintaining your Human Resources Information System

o Ensuring the complete documentation and updating of
employee records, correspondence, and memos

¢ Monitoring employee performance

¢ Implementing performance management processes that
foster engagement, productivity, and excellence

¢ Liaising with government entities to comply with local
labor laws

o Conducting off-boarding of employees and exit
interviews

IT SUPPORT

IT-related issues can be a major impediment to your work and
recreation. Perhaps you're having difficulty installing new software,
need to retrieve media that was accidentally deleted, or can't
properly connect to the Internet using your new iPad Pro. Your Virtual
Executive Assistant can handle these and other IT-related concerns
and identify the solutions.

If they can't find the solutions themselves, they'll willingly call IT
support companies that may have long hold times and patch you into
the call once a representative becomes available. They'll also spend
days corresponding with tech support teams until your issue is
resolved.

Other services include recommending the best IT software and
hardware and suggesting productivity hacks. Your VA can also
recommend best-in-class software solutions if your company wants to
establish a viable remote workforce.


https://www.sigrid.ai/blog/best-tools-for-remote-workers

BOOKKEEPING

Bookkeeping is an important part of any business but can be time-
consuming. Your Sigrid VA can assist you by taking over all of your
bookkeeping responsibilities with the help of professional bookkeepers
and the best bookkeeping software. As your remote team will help
you establish good bookkeeping practices from the very beginning,
you'll have ample time to focus on business growth.

Among other tasks, your Bookkeeping VA can categorize your daily
expenses into manageable labels, pay bills on time, generate and send
invoices to clients, collect payments, and keep an eye on revenues
versus expenses. They can also assist with payroll and send you
weekly reports to help you track the movement of your money.

At the end of each month, your Bookkeeping Virtual Assistant will
work on reconciliations by making sure your bank statement matches
the information displayed on your financial software. Duplicate entries
will be deleted, any inaccurate entries will be removed, and all
transactions will be meticulously vetted to ensure they're categorized
correctly. Lastly, your bookkeeping VA can prepare all of your year-
end reports for your accountant to look at.


https://www.sigrid.ai/blog/best-bookkeeping-software-for-remote-workers

EXPENSE MANAGEMENT

While few enjoy keeping track of their expenses, saving their
receipts, and generating expense reports, these need to be done
regularly and in a timely manner. To stay on top of your expense
management, consider delegating this task to your remote Virtual
Assistant.

Your VA can work with your existing software and expense
management processes. You can send photos of your receipts in real-
time, which your VA will properly categorize and file. All you have to
do is sign off on the expense reports on a bi-weekly or monthly basis.
Moreover, if your VA has access to your calendar, they can log
expenses against agreed dates and approved accounting codes (if
your company uses accounting codes to track expenses).

YOUR SIGRID VA CAN ALSO PERFORM THE FOLLOWING
TASKS:

o Reconcile and match card and bank statements

e Process invoices

o Update and streamline your expense management processes

o Assist with VAT or GST filing

e Encode expenses in accounting-related software, such as Xero
and Concur



SPECIALIZED RESEARCH

Do you need detailed and actionable answers to some very
complicated questions? Perhaps you're looking for the best sushi
restaurants in downtown San Francisco, or need to obtain a list of the
top 500 most successful realtors in Vancouver. Your dedicated Virtual
Assistant can conduct the necessary research and compile the
information for you using online and offline sources.

HERE ARE OTHER REAL-WORLD EXAMPLES OF THE KIND OF
RESEARCH YOUR SIGRID VA CAN CONDUCT FOR YOU:

o Identify the best service providers in a given geographic area

¢ Research and compare different vendors

o Obtain the emails and phone numbers of people within an
organization

¢ Recommend the best museums, cultural activities, and sports
events in a particular city

o List down the best private tutors for your kids

DOCUMENT MANAGEMENT & DATA ENTRY

Document management and data entry are both time-consuming and
repetitive tasks that should be delegated to a trusted Virtual
Assistant. Let your Sigrid VA handle these clerical tasks so you can
focus on strategic and revenue-generating tasks.



SOME OF THE DOCUMENT MANAGEMENT AND DATA ENTRY
TASKS THAT CAN BE DELEGATED TO YOUR SIGRID VA
INCLUDE:

o Creating an online filing system on Google Drive or Dropbox

o Capturing, organizing, and archiving e-documents, images,
and videos in online folders

o Standardizing file and folder names for easy organization and
retrieval

o Creating a secure (albeit accessible) repository so you can
access your files from different devices

o Converting files into new formats (e.g. converting Google
Docs into PDFs)

e Creating and managing Google Docs and Sheets

o Typing information from a PDF into Excel

e Transferring hand-written notes to a Google Doc

o Transcribing audio to text

o Keeping documents on file as long as is needed for
compliance

READY TO START YOUR JOURNEY WITH US? BOOK
A CONSULTATION OR TEST RUN OUR SERVICES.

WE CURRENTLY OFFER THE FIRST 14-DAY
PERIOD FOR FREE [I]J’Il.l-l\‘ké_ OUR SUBSCRIPTION


https://www.sigrid.ai/book-a-consultation-now
https://www.sigrid.ai/subscription-plans-and-pricing

ONLINE SHOPPING & DELIVERY

While you might enjoy the convenience of buying and selling products
online, the process can be time-consuming. Your Virtual Executive
Assistant can free up more time in your busy schedule by handling
your online shopping needs.

Your VA can manage recurring orders, such as your weekly grocery
shopping, as well as stocking up on stationery supplies for the office.
Special requests (such as buying birthday presents and ordering
catered food) can also be handled by your Sigrid Virtual Assistant.

Your VA will ensure that all orders are processed correctly, paid for
(using a virtual debit card), and delivered to the right destination.

OTHER ONLINE SHOPPING TASKS YOUR SIGRID VA CAN
HANDLE INCLUDE:

o Finding eBay or Amazon listings for particular items

¢ Uploading items on eBay that you want to sell

« Managing your Amazon seller's account

o Obtaining quotes from service providers and comparing prices

o Tracking the real-time status of orders

¢ Ordering the reshipping of lost items that you purchased online
¢ Booking and managing the pickup of a parcel for shipment

¢ Cadlling stores and inquiring if they have certain items in stock

o Providing gift ideas for family members, friends, and clients, etc.
¢ Sending flowers and presents to recipients



ONLINE BILLS PAYMENT & SUBSCRIPTION
MANAGEMENT

Paying your bills and managing your subscriptions can be a time-
consuming process. Thankfully, you can delegate your online bills
payment and subscription management to your Sigrid Virtual
Executive Assistant.

From electric and internet bills, to your mortgage payments and
homeowner's insurance, your VA will make sure that all of your bills
are paid on time—preventing any interruptions in service and
penalties.

Your VA will also manage all of your existing subscriptions, canceling
services you don't use to avoid unwanted charges and renewing
relevant subscriptions to avoid any service interruptions.

SERVICE PROCUREMENT

Do you want to hire reputable service providers for your business but
don't have the time to conduct in-depth research? Whether you're
looking for a digital transformation consultant to upgrade your
business processes or a law firm to handle your legal affairs, your
Sigrid VA can handle all aspects of the procurement process.

Your VA will take note of your needs, expectations, and budget and
will perform extensive research. They'll then present you with a short
list of viable candidates. Once you've made your choice, they'll handle
all aspects of contract drafting, invoicing, and contractor
management.



HANDLING INSURANCE CLAIMS

Did you damage a rental car while on a business trip or wreck your
own car in a roadside collision? Or perhaps you lost your luggage at
the airport while on vacation? Processing an insurance claim can be
both time-consuming and frustrating, but thankfully, your Sigrid VA
can handle all aspects of your insurance claim and will track the
progress of your claim until you're fully reimbursed.

SOCIAL MEDIA MANAGEMENT

Social media has become a viable means of attracting new customers
and engaging existing ones. However, managing multiple social media
accounts, responding to comments, monitoring brand sentiment, and
creating new content is practically a full-time job.

In order to stay focused on your core objectives, consider delegating
all of your social media tasks to your Sigrid Social Media Virtual
Assistant.

HERE ARE SOME OF THE TASKS THAT CAN BE DELEGATED
TO YOUR SOCMED VA:

o Executing your social media strategy

¢ Developing content for your SocMed channels

o Managing your social media content and calendar in Hubspot

o Measuring the success of your social media campaigns

o Staying up to date with the latest SocMed best practices and
techniques

Check out our blog post to learn more about the tasks that can be
delegated to a Social Media Virtual Assistant.



https://www.wiio.io/what-is-social-listening-how-can-your-brand-benefit/
https://www.sigrid.ai/blog/hiring-social-media-virtual-assistant

EVENT MANAGEMENT

Have an upcoming private or corporate event and need a
professional event planner to manage logistics? Your dedicated VA
can handle all aspects of the event remotely, including vendor
management, budgeting, people management, and logistics
management. Your dedicated VA can also plan and manage business
conferences, sales meetings, and panel discussions.

HOUSEHOLD MANAGEMENT

Managing your home and its upkeep can be just as demanding as a
full-time job. Free up more time in your schedule by delegating
recurring household-related tasks to your Sigrid VA.

Whether you need to have your home cleaned, your sofas
reupholstered, or your roofing inspected, your Sigrid Virtual Assistant
can manage all of these household maintenance tasks remotely.
What's more, your VA will add recurring maintenance tasks to your
diary so that they can be scheduled seamlessly without you having to
keep track of them.

Your VA will vet vendors and contractors based on your budget and
requirements, book the appointments, and ensure that they arrive at
your property on time to perform the service.



CHILD & FAMILY LOGISTICS

Managing the needs of your children and family can be time
consuming. By delegating your child and family logistics to your
dedicated Sigrid VA, you can regain the countless hours spent on
family administration, research, bookings, to-do's, and other related
tasks.

Looking for the perfect summer camp program for your children, or
need to schedule doctors' appointments for your elderly parents?
Perhaps you need to book a venue for an upcoming birthday party, or
need to buy art materials for your childrens' school projects?

No task is too complex or menial for your dedicated Virtual Assistant,
who will go out of their way to ensure that all projects are completed
according to your specifications.

Check out our blog post to learn more about the benefits of hiring a
remote VA to manage your household affairs.

READY TO START YOUR JOURNEY WITH US? BOOK
A CONSULTATION OR TEST RUN OUR SERVICES.

WE CURRENTLY OFFER THE FIRST 14-DAY
PERIOD FOR FREE [I]J’Il.lm-é OUR SUBSCRIPTION


https://www.sigrid.ai/blog/should-you-hire-a-remote-family-assistant-during-the-pandemic
https://www.sigrid.ai/book-a-consultation-now
https://www.sigrid.ai/subscription-plans-and-pricing

BENEFITS OF HIRING A SIGRID VIRTUAL
EXECUTIVE ASSISTANT

Unless you're able to effectively delegate secondary tasks and
responsibilities to your subordinates, a significant chunk of your day is
likely spent doing repetitive and non-core tasks that don't move the
needle forward.

By choosing to partner with a Sigrid Virtual Executive Assistant, you
can clear your agenda of any distractions and focus on the goals that
really matter. You can also enjoy other business benefits, like reduced
overhead expenses and acquiring specialized skills as needed.

MANY BUSINESSES HAVE BENEFITED IMMENSELY
FROM THE STRUCTURED SUPPORT THEY RECEIVE
FROM SIGRID. CASE IN POINT IS LCR CAPITAL
PARTNERS, A PRIVATE INVESTMENT AND
ADVISORY SERVICES FIRM.

"~

I've tried working with virtual assistants four or five times in the past—
and this is the first time we’ve encountered a service that was more of an
asset than a bandaid. Sigrid has changed our minds about hiring
remotely for certain capacities. We wanted to see if we could leverage
Sigrid more and found that we could. While the service isn’t without
limitations, its capabilities are quite broad. I highly commend Sigrid for
structuring their services in a way that enables them to deliver quality
support with such consistency. If we didn't have Sigrid it would impact
our efficiency and effectiveness. This has been an effective service
during the most trying times.

SURESH RAJAN


https://www.sigrid.ai/blog/delegating-tasks-the-complete-guide-sigrid.ai
https://www.sigrid.ai/blog/business-benefits-virtual-executive-assistant

By partnering with Sigrid, you'll also enjoy greater work-life balance.
You're less likely to suffer from the health problems that come with
burning the candle at both ends. You can also invest more time in your
hobbies, relationships, and wellness activities—factors that can
improve overall life satisfaction.

STAY FOCUSED ON YOUR TOP PRIORITIES
BY HIRING A SIGRID VIRTUAL EXECUTIVE
ASSISTANT

Partnering with Sigrid allows you to enjoy world-class care and a
highly structured support system. What sets us apart from our
competitors is our commitment to seamless continuity and personalized
service.

Seamless continuity means that even if your dedicated VA goes on
leave, another VA will step in and provide the same high level of
service and personalized care. This is possible because all the
important details about our clients are noted in our Client Fact Book.
This allows us to provide support that is fully tailored to our clients'
needs and expectations.

What's more, we offer flexible subscription plans, starting at only
US$450/month. You can purchase subscription hours for yourself or
your team.

Aside from having a dedicated VA as your single point of contact for
all requests and tasks, you'll also receive support from our team of
Specialists and a Customer Success Manager.


https://www.sigrid.ai/blog/how-to-balance-work-and-life-in-a-connected-world-sigrid-ai
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READY TO START YOUR JOURNEY WITH US?
OR TEST RUN OUR SERVICES.

WE CURRENTLY OFFER THE FIRST 14-DAY
PERIOD FOR FREE ON



https://www.sigrid.ai/book-a-consultation-now
https://www.sigrid.ai/subscription-plans-and-pricing
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ABOUT US

Sigrid Premium Remote Staffing is a subscription-based,
managed virtual assistant service founded in Singapore
in 2016.

LOCATION

Sigrid.ai,

11 Irving Place,
#09-01, Singapore,
SG 369551
info@sigrid.ai

Q) Sigrid


mailto:imiuel@sigrid.ai

