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TRACK YOUR TIME

Before you even think about who to hire, you need to establish what you're
going to hire them to do.
The first step in doing this is to track your time. Over the course of a week
or two, write down all of the business tasks you complete, along with how
long they take you. Don't forget to include any weekly or monthly tasks that
you complete too, even if you don't do them during that week or two.
Highlight the things that you feel are taking up too much of your time (i.e.
things that take a lot of time that aren't actually directly earning you money)

CHOOSE TASKS YOU WANT TO OUTSOURCE
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Following on from step one, you need to make a list of tasks that you want
to outsource.
These might be the ones that you feel are taking up too much of your time,
they might be the things that you want to start doing but don't have time to
or they might just be the things that you HATE doing.
Make a list and then colour code them - one colour for MUST OUTSOURCE,
one colour for I'D LOVE TO OUTSOURCE, and another for ONE DAY. You'll
use these when it comes to budgeting in the next step.
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SET YOUR BUDGET

Now that you have a list of things that you know you want to outsource, you
need to consider your budget.
How much money can you afford to pay someone each month?
It's important to be realistic about this. Also, consider how much time you
will now have to work on making more money. For example, if you charge
your clients £30 per hour and you outsource your Pinterest Management for
£150 per month. By outsourcing that, you now have 10 hours additional time
that you can dedicate to client work each month, you'll be making an extra
£300 and only spending £150 of that on your VA. So you'll actually be £150
better off overall.

DO YOUR RESEARCH
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It probably goes without saying but make sure you do your research! Don't
just post in a VA Facebook Group that you're looking to hire someone
because EVERYONE will reply and pitch to you!
Instead, ask fellow business owners who they use or have used in the past.
Do a Google search and take the time to carefully read their websites
thoroughly to ensure that they offer the services you are looking for and
seem like a good fit for your business AND are within your budget.
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CHAT TO THEM

I don't want to use the word interview here because having a call with a VA
is as much about them "interviewing" you as it is you "interviewing" them!
Explain exactly what tasks you want them to take off your hands. Tell them
what your business is about and what you hope to achieve by hiring them
e.g. do you want to free up time to spend with your family or do you want
more time to work on client work or your latest project?
Ask how they like to work with clients and discuss how that would work for
you. Will you communicate by email or slack? Will you allocate tasks to them
in a project management system like Asana or simply by emailing them a list
of tasks every Monday morning?
If you can only afford to hire them to work on your MUST OUTSOURCE
tasks at the moment but you want to be able to outsource more to them in
the future, mention this to them at the outset to ensure that they have the
capacity to take on this kind of relationship.
Ask them personal questions too - chances are, you'll be speaking to your VA
a lot so make sure that your personalities are a match too.
Finally, don't feel like you have to make a decision there and then. Thank
them for their time and tell them when you'll get back to them with a
decision.

GOOD LUCK!
If you'd like to learn more about working
with us, please arrange a call by visiting the
contact page on our website
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