
 

Tasks to Outsource to a Virtual Administrative Assistant 

An virtual administrative assistant provides you back-office support helping you focus on your 

core business while they manage the administrative and office tasks. These individuals are 

often referred to by other titles such as virtual office, personal or executive assistant. 

 

Task Description 

Manage email ● Monitor email inbox 
● Sort and file routine information 
● Delete unwanted emails 
● Note any emails that require follow up 

Schedule 
meetings 

● Maintain calendar  
● Schedule meetings (via email or using Calendly) 
● Ensure meetings have contact information included 

Track tasks ● Set up and use task or project management software 
● Provide project updates 
● Communicate with team members 

File documents ● Maintain an electronic or paper filing system 
● Receive, file and store incoming documents 
● Retrieve and provide information you need 

Create 
presentations 

● Build and update PowerPower presentations 
● Add data, links and images to presentations 
● Ensure you’re prepared to deliver a presentation 

Book travel ● Manage your travel programs 
● Book travel using your credit card and check in as needed 
● Remind you of upcoming travel and provide directions 

Research ● Gather data and information you need 
● Input data into spreadsheets 
● Create basic charts and graphs 

Communications ● Manage your contact list 
● Maintain names, phone number and other client data 
● Take and or make business calls, take messages  

 


