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If you’re looking for a Virtual Assistant, this 
guide will give you the information you need 

to make an informed decision. 

 
Virtual Assistant, a definition: 

 
Wikipedia describes Virtual Assistants as: 
“Virtual Assistants (typically abbreviated to VAs), are entrepreneurs who provide 
professional administrative, technical, or creative (social) assistance to clients from a 
home office. They usually work for other small businesses and consultancy groups. ... 
Professionals in this business work on a contractual basis and a long-lasting cooperation 
is standard. Typically 5 years of administrative experience in an office is expected at such 
positions as executive assistant, office manager/supervisor, secretary, legal assistant, 

paralegal, legal secretary, real estate assistant, et cetera.“ 

 

 



 

 

 

Introduction 

 
What’s In It For You? 

 

We live in a world of constant change and demand.  To remain competitive, small 
business owners need to be all things to all men; marketer, customer service 
operative, salesman, accountant, SEO wiz, copyrighter, administrator... The list could 
go on and on.  Constantly working in your business, rather than on your business is 

not a profitable way to work. 

 

You do not have to build your business alone!   

 

Even if you are working on a very tight budget, the support and help that you need to 
develop your business and achieve your aims is available and at a price that you may be 

pleasantly surprised by. 

 

One of the most cost effective way of achieving your goals is to outsource your daily, 
monthly, full or part time administrative tasks to a VA.  Rather than trying to keep up 
to date with the latest ideas and technology, a VA can meet your business challenges. 
By being knowledgeable, flexible, techno-savvy, innovative, organised and efficient, a VA 
can meet their clients’ needs and move their business forward, without incurring the 

usual costs of a full or part time staff member. 

 

 

 



 

 

Costs to Think About When Hiring A VA 
 

Are You Doing It All Alone? 

Are you: 

• posting on your blog?  

• chasing creditors? 

• researching new office furniture? 

Then who is: 

• attracting new clients? 

• marketing your products/services? 

• attending networking events?  

 

 

How much time are you ‘losing’ that is non-billable?  Taking care of your 

administration, rather than spending it with clients?  Isn’t your time worth more?  

 

Wouldn’t your time be better spent and, more importantly, more profitably spent, 

focussing on your core business, while you delegate essential, but less profitable, tasks? 

 

 

 

 

 

 

 

 



 

 

Costs to Think About When Hiring A VA 
 

You may have thought that hiring someone to work alongside you, in your office 
would be the way forward.  However, even part-time staff attract additional costs 

above their salary. 

 

When you hire Red Box, we save you money on:  

• annual salary 

• recruitment costs & employment taxes 

• annual holiday 

• sick leave 

• training 

• office equipment & software licences  

The list could be endless!  

 

Here are some general figures for a  basic entry staff member: 

Additional costs of hiring staff Portugal1 

Basic salary of €12,000 + employment costs = c.€15,800 

Additional costs of hiring staff UK2 

Basic salary of £25,000 + employment costs = c.£31,000 

Additional costs of hiring staff USA3 

Basic salary of $50,000 + employment costs = c.$65,000  

Additional costs of hiring staff Australia4. 

Basic Salary of AU$50,000 + employment costs = c.$71,000 

 

When you consider that the total cost to your business for an average worker can be 
anything from €90/day, partnering with a VA can be a very attractive and cost effective 

solution. 

 

 



 

 

What Can A VA Do For You? 

 
There are a myriad of tasks that Red Box can take off your hands, saving you time and 
money.  Red Box can take care of your day to day administration, support you with 

one off projects or be available when you need an extra pair of hands.   

 

Of course, we can manage your emails, or answer calls when you’re not available. 

 

However, working with a VA provides you with so much more. 

 

At Red Box we can: 

• Proof read and edit documentation 

• Manage your contacts 

• Write your newsletters/ezines 

• Follow up with clients & customers 

• Write copy for your website or blog 

• Research information on the internet 

• Transcribe 1:1 and group interviews 

• Manage your diary 

• Organise events 

• Manage travel arrangements 

 

These are just some of the tasks we take care of for clients on a regular basis.  To 
discuss how we can help you save time and money on your business, please contact us 

now! 

 

 

 

 

 

 

 

 



 

 

Four Fabulous Benefits to Hiring A Virtual Assistant 
 

1. Lower Day to Day Running Costs 
 - Cut down on overheads associated with hiring and providing for staff, such as 
office equipment & space, training, salaries, vacation etc. 
- Only pay for the work that is undertakon.  You don’t pay for sick days, 
unproductive time, etc. 

 

2. Make More Effective Use of Your Time 
- Delegating tasks gives you the freedom and flexibility to focus on your core 
business. 
- Outsourcing your administration allows you to spend time on the profit making 
parts of your business. 
- The quality of your output increases as you are not spending 14 hour days 
completing basic tasks. 
- As urgent matters arise, you can deal with them immediately. 

 

3. Enhance Your Productivity 
- Speed up the time it takes for you to deliver your products or services to a 
client. 
- Your ‘wish list’ projects & concepts can now be fulfilled. 

 

4. Convert Your Office into a Virtual Office 
- Work from anywhere in the world, while still being accessible to your clients. 
- Facilitate the exchange and collaboration of information between colleagues. 
- Enhance the experience of your products and services available to your clients. 
 

  

 

 

 

 

 

 

 



 

 

  

 

 

Contact Details 

 

Emma Crabtree 

Owner 

Red Box Virtual Office 

info@redboxvirtualoffice.com 

www.redboxvirtualoffice.com 

+ 351 965 454 775 

Skype: coimbragirl 
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