Virtual Assistant
Service Ideas to
Inspire Your VA

Business

Have you been thinking of starting a Virtual Assistant business,
but are unsure if have the skills that someone would pay you
for, | am here to tell you, that you do!

You don't have to be a tech expert or take any fancy courses to
start a VA business. You just need to understand how your
natural skills can translate into services that busy business

owners need.

Truly, the possibilities are endless, and this list is designed to
help you see just how many directions your VA business could
go.
| hope this sparks ideas to help build your first service
package, or explore what kind of VA work fits your personality
best.
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% How to Use This List
Highlight 5-10 services that feel natural or fun to you.
Group them into 2-3 packages (like “Creative Support,’
“Organization & Systems,” or “Customer Service”).
Start small: One offer, one client, one win at a time.
Remember, there's no single right way to be a Virtual Assistant,

your path can be as unique as your skills.

Let’s dive in!
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The Organized & Detail-Oriented VA
Perfect for planners, list-makers, and logistics lovers.

o Calendar & inbox management

e Scheduling appointments and meetings

e Travel research and booking

o File and folder organization (Google Drive, Dropbox)
o Creating SOPs (Standard Operating Procedures)
e Event planning & digital invitations

e Project coordination

o Task management setup (ClickUp, Asana, Trello)
e Research & data entry

e Document formatting and templates

e Personal assistant support

The Creative VA
|deal for those who love to design, write, or bring ideas to life.

o Canva design services

e Social media graphics

e Logo and branding kit creation

o Newsletter layout support

e Blog post formatting

e Pinterest graphics

o Slide deck design (for courses or webinars)

o Digital product design (printables, planners, templates)
o Simple website updates (WordPress, Squarespace)
e Creating reels or short-form video captions

e Podcast episode graphics or show notes
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The Social & Marketing VA
For those who love connecting, engaging, and keeping up
with trends.

e Social media management

e Content scheduling and planning

e Hashtag research & caption writing

e Community engagement (Facebook groups, Instagram
comments)

e Influencer or collaboration outreach

e Tracking engagement metrics

e Creating social media calendars

e Repurposing content across platforms

e Creating and scheduling newsletters

e Blog or YouTube promotion

The E-Commerce or Business Support VA
For the sellers, side hustlers, and customer-care champions.
Product listing and descriptions

e Inventory tracking

e Order coordination and fulfillment

e Customer message responses

e CRM updates and data entry

e Managing Etsy, Shopify, or WooCommerce shops
e Coordinating digital product delivery

o Affiliate program tracking

e Price updates and seasonal promotions

e Researching new suppliers or trends
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The Communication & Customer Service VA
Perfect for the problem-solvers and people-pleasers who
thrive in support roles.

e Inbox and DM management

e Client onboarding support

e Welcome packet creation

e CRM setup and management

e Client follow-ups and check-ins

e Feedback and testimonial collection

e Creating automated email replies

e Live chat or helpdesk support

e Appointment reminders and confirmations

e Cancellations, reschedules, or service adjustments

The Tech-Savvy (or Tech-Curious) VA
For those who like exploring tools and systems, even if you’re
just starting to learn!

e Setting up forms or surveys (Google Forms, Typeform)
e Creating automations (Zapier, basic funnels)

e Website management (basic edits and uploads)

e Course upload and setup (Kajabi, systeme.io, Thinkific)
e CRM organization (Dubsado, HoneyBook)

e Setting up email sequences or tags

e |Integrating tools (Calendly, Stripe, Gmail, etc.)

e Troubleshooting simple tech issues for clients

e Podcast upload & show notes/descriptions

e Setting up membership or resource portals
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The Strategic or Executive VA
For those who like to take initiative and support growth.
Client onboarding systems

e Hiring support and job posting management
e SOP documentation and process creation

e Workflow audits and improvements

e Monthly reporting or analytics summaries

e Researching tools or new business ideas

e Light project management

e Launch coordination (timelines, deliverables)
e Affiliate program support

e Team communication and updates

e Taking minutes during client meetings
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