
FreeUp: 
How to Hire a Virtual Assistant 

&
Free Up your Time



Who Are We?





What is FreeUp?



What is FreeUp?

Top 1% of Freelancers in the World



Free Strategy Consultations:

FreeUp.net/Go 



What is a Virtual Assistant?



What is a VA?

Virtual Assistants:



When Should You Hire a Virtual Assistant?



If you are spending more time on daily tasks 
vs. growing your business it is time to hire a 

virtual assistant



When to Hire a VA



What Tasks Should you Start With?



Best Tasks for a VA:



Which Tasks to Start With?



What to Include on a FreeUp Job Ticket



Submitting a Job Ticket:

Pricing:

Location:



Submitting a Job Ticket:

Description:



The Interview:



Interviewing a VA:

Questions to Ask:



Interviewing a VA:

Preparation



Best Traits of Virtual Assistants



The Three C’s of VA’s

1. Communication
2. Consistency
3. Capability



Best Traits of a VA:

Communication:



Best Traits of a VA

Consistency:



Best Traits of a VA

Capability:



Creating an Awesome S.O.P



Standard Operating Procedures

Expectations



Standard Operating Procedures

Instructions



Standard Operating Procedures

Additional Resources



Onboarding Your V.A.



Onboarding Your VA

Login Information:

SOPs:



Onboarding Your VA

Test Tasks

Timing:



Strategic Management and Follow Up



How to Manage a Virtual Assistant

Reports

Check-ins



Questions?

Book a Free Strategy Consultation:

FreeUp.net/Go


