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300+
Tasks

a VA Can Do For You
and Your Business
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. Email inbox management

. Survey and feedback collection
. Pressrelease writing and distribution

. Product launch planning and execution

. Market trend monitoring and analysis

. Community management for social media and online forums
. Partnership outreach and management

. Customer segmentation and targeting

. A/B testing for marketing campaigns

Marketing Systems

Social media management

Content creation (blog posts, articles, social media posts, etc.)
Email marketing campaign management

Video editing and production

Graphic design (for social media posts, email newsletters, etc.)
Keyword research for search engine optimization (SEO)

Website design and development

Search engine optimization (SEO) for website content
Pay-per-click (PPC) advertising campaign management
Conversion rate optimization (CRO) for website landing pages
Market research for product or service development
Competitor analysis

Brand development and management

Marketing analytics and reporting

Event planning and coordination (virtual or in-person)

Lead generation and management

Customer relationship management (CRM) software management

. Sales funnel development and optimization

Affiliate marketing program management

. Guest posting and link building for SEO
. Podcast editing and production
. Online reputation management

Customer support and inquiries

Public relations outreach and management




Marketing Systems

34. Salesreporting and analysis

35. Promotional campaign planning and execution
36. Content calendar planning and management
37. Brand messaging development

38. Brand voice and tone guidelines creation

39. Social media influencer research and outreach
40. Podcast guest outreach and scheduling

41. Competitor pricing analysis

42. Sales forecasting and budgeting

43. Trade show and event booth design and planning
44. Affiliate program recruitment and management
45. Google Ads campaign management

46. Facebook Ads campaign management

47. Linkedin Ads campaign management

48. Instagram Ads campaign management

49. Twitter Ads campaign management

50. Native advertising campaign management

51. Display advertising campaign management

52. Retargeting campaign management

53. Webinar planning and execution

54. Influencer marketing campaign management
55. Infographic creation

56. E-book writing and design

57. White paper writing and design

58. Case study writing and design

59. Video script writing and storyboarding

60. Photography and photo editing

61. Social media listening and engagement

62. Social media contests and giveaways

63. Live video planning and execution

64. Website user experience (UX) analysis and optimization
65. Customer referral program management
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Affiliate program commission and payout management

Social media account setup and optimization
LinkedIn profile optimization

Facebook page optimization

Twitter profile optimization

Instagram profile optimization

Pinterest profile optimization

Social media advertising copywriting

Email newsletter copywriting

Landing page copywriting

Ad copywriting for print, radio or television
Website copywriting

Testimonial and review collection and management
Online course creation and management
Sales page copywriting

Google Analytics setup and reporting

Google Tag Manager setup and reporting
Chatbot setup and management

Mobile app marketing

Blog management and writing

Backlink monitoring and management

Social media account verification process
Brand reputation monitoring and management

In-house marketing team coordination and management

Marketing automation setup and management
SMS and Message management

Marketing Systems
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Invoice generation and management

Accounts payable and receivable management

Bank account reconciliation
Expense tracking and reporting
Budget planning and forecasting
Tax preparation and filing
Bookkeeping and accounting tasks
Financial analysis and reporting
Cash flow management

Credit control and management
Debt collection

Payment processing and follow-up
Vendor and supplier management
Inventory management

Purchase order management
Purchase approval and processing
Sales forecasting and analysis

. Pricing strategy development and analysis

Cost analysis and reduction

. Financial statement preparation
. Balance sheet analysis
. Profit and loss analysis
. Ratio analysis and interpretation

Financial modeling and simulation

. Investment analysis and management
. Asset management

. Cash management

. Financial risk management

. Financial goal setting and planning

Financial decision-making support

. Financial performance tracking

Data entry and management

. Record keeping and archiving

Financial Systems




Financial Systems

34. Contract management

35. Legal document management

36. Insurance policy management

37. Loan and mortgage management

38. Retirement planning and management
39. Estate planning and management

40. Financial education and training

41. Research and analysis

42. Benchmarking and performance evaluation
43. Market analysis and research

44. Customer behavior analysis

45. Competitor analysis

46. Economic trend analysis

47. Financial news monitoring and analysis
48. Customized financial reporting

49. Regular financial updates and alerts.
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. Creating and managing project timelines

. Managing project budgets

. Coordinating with contractors and freelancers

. Developing and implementing standard operating procedures
. Conducting quality control checks on products and services
. Creating and managing customer service tickets

. Creating and managing company presentations

Operations Systems

Data entry

Creating and maintaining spreadsheets

Creating invoices and tracking payments

Creating and managing databases

Managing online orders

Customer service support

Responding to emails and scheduling appointments
Conducting research and analysis

Managing and updating inventory

Handling product returns and exchanges

Coordinating with vendors and suppliers

Creating and managing purchase orders

Creating and managing expense reports

Creating and managing employee schedules

Creating and managing employee contracts and agreements
Conducting employee background checks

Organizing company events and team-building activities

. Writing and editing company documents

Transcribing audio and video recordings

. Creating and managing employee training programs
. Coordinating with HR department on hiring and onboarding new employees
. Handling employee benefits and payroll

Conducting project status meetings and updates

Managing and organizing company files and documents
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Operations Systems

Coordinating with legal department on contracts and agreements
Creating and managing employee performance reviews

Conducting customer surveys and feedback analysis

Creating and managing employee incentive programs

Managing company-wide communication

Creating and managing team workflows

Coordinating with IT department on technology needs

Conducting user acceptance testing on new products and services
Managing company-wide software licenses and subscriptions
Creating and managing company reports

Managing and organizing company data

Conducting company-wide trainings on new policies and procedures
Conducting competitor analysis

Creating and managing company surveys

Creating and managing company metrics and KPIs

Creating and managing company dashboards

Conducting SWOT analysis on company operations

Creating and managing company policies and procedures
Coordinating with facilities management on office maintenance
Conducting energy audits and implementing energy-saving initiatives
Conducting financial analysis and forecasting

Creating and managing company forecasts
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Operations Systems

Creating and managing company risk assessments

Creating and managing company disaster recovery plans

Creating and managing company culture initiatives

Managing and coordinating company meetings

Creating and managing company project proposals

Creating and managing company whitepapers

Coordinating with product development team on new products and features
Creating and managing company training videos

Managing and coordinating company social events

Creating and managing company job descriptions

Conducting background checks on potential vendors and suppliers
Creating and managing company benefit packages

Creating and managing company compensation packages
Conducting company-wide security audits

Creating and managing company code of conduct policies
Coordinating with marketing department on product launches
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. Conduct surveys and gather employee feedback

. Develop and maintain HR policies and procedures

. Research and recommend HR best practices

. Provide guidance on employment laws and regulations
. Assist with compliance reporting and audits

. Manage employee relations and workplace culture

. Monitor employee satisfaction and engagement
. Assist with employee career development plans

Human Resource Systems

Schedule job interviews

Send out job offer letters

Screen resumes and applications

Conduct reference checks

Post job openings on job boards

Manage employee files

Update employee records

Conduct background checks

Process new hire paperwork

Organize and conduct new hire orientations

Manage and update employee benefit information

Process employee payroll

Respond to employee inquiries about benefits, payroll, and company policies
Create employee training materials

Schedule employee training sessions

Manage employee performance reviews

Create and manage employee performance improvement plans

. Manage employee disciplinary actions

Respond to employee complaints and grievances

. Conduct exit interviews
. Manage employee offboarding process
. Manage employee vacation and time off requests

Analyze HR data and report on HR metrics

Handle employee disputes and conflicts
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Human Resource Systems

Manage employee transfers and promotions

Coordinate job fairs and recruiting events

Develop and implement diversity and inclusion initiatives
Conduct diversity and inclusion training

Monitor and report on diversity and inclusion metrics
Develop and maintain job descriptions

Assist with job classification and compensation analysis
Manage employee safety programs

Conduct safety trainings

Investigate workplace accidents and incidents

Manage workers’ compensation claims

Ensure compliance with safety regulations and standards
Manage employee leave of absence requests

Provide guidance on leave of absence laws and regulations
Manage employee FMLA requests

Manage employee ADA requests

Manage employee accommodations

Manage employee requests for reasonable accommodation
Develop and maintain employee handbooks

Assist with legal compliance for HR policies and procedures
Assist with the preparation of employment contracts and agreements
Coordinate employee immigration and visa processes
Conduct internal HR audits

Develop and maintain HR budget

Assist with HR budget planning and forecasting
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Human Resource Systems

Manage HR vendor relationships

Negotiate and renew HR vendor contracts

Manage employee relocation requests

Provide guidance on relocation policies and procedures
Manage employee expatriate assighments

Develop and maintain HR-related FAQs for employees

Assist with employee internal communications

Develop and maintain HR-related intranet content

Monitor and report on employee turnover rates

Develop and maintain HR-related dashboards and reports
Provide guidance on employee recognition best practices
Manage employee work-from-home policies and procedures
Develop and maintain remote work-related policies and procedures
Manage employee wellness programs

Conduct wellness trainings

Monitor and report on employee wellness metrics

Develop and maintain HR-related templates and forms
Manage employee non-compete agreements

Assist with employee background checks

Manage employee COBRA requests

Manage employee HIPAA compliance

Provide guidance on HIPAA laws and regulations

Manage employee data privacy and security

Develop and maintain HR-related data privacy and security
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Personal Tasks

Manage personal email inbox

Schedule appointments and manage calendar

Research and book travel arrangements (flights, hotels, rental cars)
Organize personal files and paperwork

Make personal phone calls and handle correspondence

Online shopping for personal needs and gifts

Plan and coordinate personal events (birthday parties, anniversaries)
Coordinate home maintenance and repairs

Arrange personal deliveries and pickups

Research and recommend restaurants or entertainment venues
Manage personal finances (bill payments, budgeting, tracking expenses)
Find and hire personal services (cleaning, pet care, personal trainer)
Manage personal social media accounts

Conduct background research on people or topics

Transcribe voicemails or dictations

Create and manage personal to-do lists

Provide reminder services (medications, appointments)

. Monitor and respond to personal social media messages

Scan and organize personal photos and documents




