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Areal demand for virtual assistants

and so is the need.

More people leveraging
their business skills to
market to companies.

By Laura Raines
Forthe AJC

Twelve years-ago, the field of
virtual assisting hardly existed.
“Today, the industry is growing
by leaps and bounds, and in the
next 10 years I think we'll see a
huge explosion in these servic-
es,” said Cindy Opong, owner of
Creative Assistants in Colorado
Springs, Colo., and president of
the International Virtual Assis-
tants Association.

The field is growing on both
sides of the supply and demand
equation.

“More people are leveraging
their administrative, creative,
technology or financial skills to
start their own virtual assistant
businesses, and more large and
small companies are in need of
their services,” Opong said.

She’s seen her association’s
membership and jobs board in-
crease in the past several years.

Virtual assistants perform ad-
ministrative duties and other
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Jonathan Bill owns Sound Business Services Inc. in Austell. He pro-

vides accounting and other services to a variety of clients. | let them
focus on what they do best by doing what | do best” Leita Cowart Special

| tasks from home on a contractu-

al basis for business clients. They
command roughly $20 to $75 an
hour, depending on geographic
location, personal circumstance
and skills.

“A company can hire multiple

virtual assistants to do different |

types of tasks, like office man-
agement, Web site design or ac-
counting,” Opong said.

For streamlined companies,
the arrangement provides con-
siderable cost savings. A virtu-
al assistant is not an on-site em-
ployee, so employers aren’t pay-

ing for a salary, benefits, office
space or equipment, said Jona-
than Bill, virtual assistant and

- owner of Sound Business Servic-

es Inc. in Austell.
“They only pay an hourly rate
for the tasks performed,” he said.
Bill took his accounting ex-
pertise and other skills virtual in

' 2006 when he saw a good mar-
- ket in helping small businesses

that couldn’t afford a full-time ac-
countant. He provides account-

ing, payroll, desktop publishing,

technology troubleshooting and
other services to a variety of cli-

ents. He’s also a QuickBooks Pro-
Adviser. Bill uses a computer ser-

i | vice that allows him to work re-

motely on his clients’ computers,
or he uses his own computer and
faxes or e-mails the results.

“It takes a lot of stress off
small-business owners to have
someone else taking care of their
books. I let them focus on what
they do best by doing what I do
best,” he said. “I love helping
them grow their businesses and .
establish a more professional im-
age.”

Virtual assisting is a relative-
ly inexpensive small business to
start. All one needs is a comput-

. er, Internet service, office equip-

ment, some marketable skills —

and an entrepreneurial spirit.
“If you're the type who likes

the stability of a paycheck and

| 8-10-5 job, this isn’t for you,”
' Bill said. “You have to find cli-

ents and keep them. Every cli-
ent is different, so you have to be
flexible and have the character
and perseverance to accomplish
what he or she needs done. The
juggling can be hard, but if you
work hard, you could make more
money in the long run.”

Having worked with her col-
leagues virtually at Earthlink for
eight years, becoming a virtu-
al assistant wasn't a big jump for

' Virtual continued on G2
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A reading list to build
your work life skills

i

Amy Lindgren
Working Strategies

For job seekers and ca-
reer changers putting to-
gether reading lists, the
choices are endless.

I’'m devoting the next
two columns to books that
have come across my desk
recently. This week Fll fo-
cus on guides to building
skills in your work life; next
week we’ll look at books to
help in your job search.

@ “Being Strategic: Plan for
Success, Out-Think Your
Competitors, Stay Ahead
of Change,” by Erika An-
dersen, St. Martin’s Press,
2009, $24.95. She outlines
a step-by-step approach

to developing a strategic
mindset for workplace is-
sues.

Recommendation: A

! good book to pass around
- your workplace to get con-
' versation started about
problem-solving.
@ “Strategic Project Man-
agement Made Simple,” |
by Terry Schmidt, Wiley,
2009, $29.95. Here’s an-
other look at strategy, with- |
in the framework of proj-
ect management.
Schmidt outlines pains-
takingly precise steps for
‘ breaking apart a problem,

identifying desired out-
comes and accounting for |
assumptions and variables.
- Recommendation: Use
this book to learn the fun-
damentals of project man-
agement.
@ “The Art of Organizing
Anything,” by Rosalie Mag-
| 8o, McGraw-Hill, 2009,
$16.95. The book starts with |
an overview section to dis-
cuss concepts and “secrets” |
. of organization. The second |
section covers methods for
dealing with people and
time. The final section pro-
vides specifics for organiz-
ing one’s work life, home

| life, computer and papers.

Recommendation: If dis-

organization is clouding
your thinking, this book
would be a good start.

@ “Who’s Got Your Back,”
by Keith Ferrazzi, Broad-
way Books, 2009, $25. Fer-
razzi turns his attention to
our relationships with the
people around us.

Noting surveys that
show many Americans
don’t have anyone to con-
fide in, the author tackles

‘how to create and nurture

such relationships. His the-
sis? That we become bet-
ter managers and work-
ers if we go beyond mere
networking to actual trust-
building and friendship.
Recommendation: Fer-
razzi has something impor-
tant to say about the power
of connection. '

Amy Lindgren owns
Prototype Career Service,
acareer consulting firm in
St.Paul, Minn. She can be
reached at alindgren
@prototypecareerservice
comorat 626 Armstrong
Ave., St. Paul, MN 55102.
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Growing

demand
for skills

Virtual

continued from G

Lindsey Schocke, owner of
Geeks on Tap in Acworthi
She offers newsletter writ-
ing, e-mail organization,
search-engine optimiza-
tion and technology sup-
port to small business own-
ers, many of whom are
business coaches.

“Clients soon realize that

" aVA cando the job quick-

er than hiring and train-

' Ing a temporary employ-

. ee,” Schocke said. “I nev-
er know what I'll be asked

' to do next. The smaller the
business, the more likely

‘ they'll need help with mul-
tiple tasks. When you com-
plete a project that has

! been bothering a client for
weeks, there’s always a vir-
tual smile.”

| Before starting her Phila-

delphia-based business, Vir-

tual Business Acceleration

LLC, in April, Shari Graham
took the 20-week certifica-
tion with AssistU, a virtual
training institution for virtu-
al assistants. She had taken |
early retirement as a project
manager with Verizon when
it cut her division.

e

“I'had such a strong
skill set from my corporate
work, but AssistU taught
me how to startand run a
micro-business,” she said.

She’s found that being
a virtual assistant requires
good communication, cus-
tomer service, project man-
agement, networking and
organization skills in addi-
tion to the skills she sup-
plies to clients. She knows
it will take time and hard

. work to build her business.

“But I love working with

' different clients, being able
| to partner with them to

. help their business,” she

. said. “Having an opportu-

nity to make a difference in
someone’s life is very sat-
isfying. I'm so glad I found
this industry.”
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| We're ready to help you place your ad,

Advertising
Acceptance Policy

The Atlanta Journal-Constitution (AJC
is not responsible for errors after the firs
publication day. We resarve the right 1d
edit, reject or reclassify advertiseme
without prior notice. Publisher (AJC) accept
na liability for error or omission. We d
not knowingly accept advertising tha
discriminates or intends to diseriminat
based on race, color, religion, sex, nationa
arigin, hantfi:ap or familial status
Reader should use care in responding 14
| advertisements. We do not guarantee c
endorse any advertiser, or knowingly accep
advertising related to illegal activities.
entire classified section Is protected &
u:l'r:lyrlght law, ©2009AJC General policies
privacy policy, products, rates, deadlines an
restrictions, see current published AJC Rat
Books, or go 1o ajemediasolutions.com,

JOBS
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Employment Guide Notice:

The Atlanta Journal-Constitution does no
knowingly accept advertisements regardin
employment that are not bona fide jo
offers. We also do not knowingly accep
advertisements that discriminate on a
illegal basis or that are otherwise illega
For information regarding discriminato
practices, call the Genaia Equal Opportunit
Commission at (404) 562-6800, The Georgl
Association of Personnel Service (GA.P
has a rigid Code of Ethics to which all privat
emplngment agency members must follo
For information or to file a complaint, ca
(770) 952-3176. Positions vary. We encourag
| you to investigate fully and understand 3
| aspects of any job you are considering

e are committed to Investigating a
| eliminating fraudulent classified advertisin
| Call (404) 582-7401 regarding any suspeé
| ad. For Fraud Awareness Tips go %
wiwvw ajoclassfieds.comffraud/

Help Wanted
Full Time

ACCOUNTING

Accou nt:ng Technician
Easter Saals North Georgia, Inc, seeks Ac
counting Technician, ossess AL & 1 y
min exp. Processes accounts payable fo
$7M in expenses.
E-mafl resumes to

charris@esng.easterseals.com

or fax to 943-08940.

ACCOUNTING
Exciting, fast growing chemical co. in the Fu
ton Ind. area is looking for an accountant
with 10+yrs. experience. B.A degree in ac-
counting required . Salary open. Mail resum
salary histary and references to Human Re-
;ugr;:ﬁiles, Accountant, P.O. Box 43163, Atl, GA
0 '

ACCOUNTING
Payroll Accountant

Easter Seals North Georgia, Inc. seeks Pay
roll Accountant. Possess BS & 1 yr mi
exp or AA B 4 yrs exp. Processes Igﬂ pe
son payroll
E-mail resumes to
charris@esng.easterseals.com

or fax to 843-0890,
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