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Business owners often want to know what tasks they

can assign to their virtual assistants, and we're here to

help and offer answers

Even if you want to hire one, you must determine what

tasks to give them. 
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Have you ever been curious about what a virtual assistant can do?



Data Quality Checking – Ensuring data

accuracy

Reviewing Documents – Checking for

typos, errors, and other issues before

publication

Process Documentation – Creating

documentation for various company

processes

Compliance



Spreadsheet Data Entry – Data entry into

spreadsheets and accuracy checks.

Graphical Data Representation – Creating

charts, diagrams, and graphs to expedite

data interpretation.

Processing invoices, purchase orders

Accounts receivable

Project based tasks

Data

Management



File & Records Management – Creating

and/or implementing file and record

management strategies to safeguard

and access all files.

Research – doing competitive and

industry research, etc.

Reconciling time or cost based tasks

Operations

Management



Design and source social media content 

Basic video editing 

Manage Facebook, Linkedin and Instagram

Pages

Content creation

Market research

Following up on quotations

Marketing 



By delegating administrative tasks to a VA, you can free up

your time and staff to focus on growing the business and

increasing productivity. 
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Ultimately, hiring a virtual assistant can significantly impact any business. 



If you're interested in learning more about what we offer and

how we can help, take the first step and schedule a free call

today. 
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https://www.seqva.com.au/

matt@seqva.com.au 

0407-541 906

MATT   RAWLINSON



Check out other FAQs to know more.

https://seqva.com.au/wp-content/uploads/2022/12/SEQVA-COMPANY-OVERVIEW-DRAFT-4.pdf
https://seqva.com.au/wp-content/uploads/2022/12/SEQVA-COMPANY-OVERVIEW-DRAFT-4.pdf

