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Welcome to  
The Virtual  

Entrepreneur! 
 

Growing your knowledge and 
educating yourself requires 
time, focus, energy and a 

strong determination to make 
yourself a better entrepreneur. 

 
If you are reading the TVE for 

the first time, welcome.   
 

We are dedicated to helping 
Virtual Assistants and  

Entrepreneurs keep up to date 
in the virtual industry. 

 
Thank you for making the TVE 
what it is today and helping us 
to grow to be your #1 source 
for helping the Virtual Assis-
tant & Virtual Entrepreneur  

industry! 
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Andrea Jackson 
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by Andrea Jackson 
 
I absolutely love being a virtual assistant.  As a virtual assistant I am free to do 
what I want, when I want and how I want to do it! I love, love, love being a VA! At 
least that is my feeling. *grin* 
 
Being a virtual assistant is an entrepreneurship that is often thought of as a get 
rich quick scheme.  99.9% of virtual assistants will tell you that is not the truth of 
the matter. It takes hard work and dedication to yourself and the industry to have 
a thriving and fulfilling virtual assistant business. 
 
What are the most common reasons why people become virtual assistants? 
 
#1 Freedom - The number one reason to become a virtual assistant is the free-
dom it gives you.  You have more freedom to concentrate on your priorities. You 
are your own boss, selecting your clientele and providing services you love doing, 
to people who need you. Work when you want to and take time off when you need 
to do so.  
 
#2 Doing What You Love – Doing what you love and not what you don’t, is    
another reason why people become virtual assistants.  How many times have you 
asked yourself, if I could only do this one thing my life would be perfect? That is 
why you find virtual assistants in every facet of any industry. They are doing the 
one thing they love doing. 
 
#3 Financial Security – While the economy is causing deterioration in large  
business revenue, Virtual Assistants are doing just fine, and that means you can 
build financial security for you and your family. Financial security is about safe-
guarding what you've already achieved - home, property and income - while at the 
same time saving and investing for your family's future.  
 
 #4 Job Security - No one can fire you but you! That’s right, since being your 
own boss allows you the freedom of doing what you love, you do not have to     
answer to anyone but you. 
 
#5 Continuing Education – There are many online education centers and       
individuals who are available to help you when you need it.  Continuing education 
allows you to grow your business and add new services to your company. As     
virtual assistants, we are constantly learning new things and bringing new ideas 
and knowledge to our industry. 

Love, Love, Love  
Being a VA 
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Love, Love, Love  
Being a VA 

Cover Story 
continued... 

Do you love being a VA? If so, send us a shout out by clicking here or email us at 
info@tvemagazine.com!  

Let us know if you have a VA friend, comrade, or mentor that you would like to 
see highlighted in the TVE! Just click here or email us to submit their name, a 
short essay and their website address. Learn more about the VA of the Month by 
going to page 19. 

 
Andrea Jackson is the owner of  Action Jackson Virtual Assistants,  
The Virtual Entrepreneur and the Academy of Virtual Entrepreneurs. Each of our 
websites are here to help you maximize your business growth and assist you in 
your daily administrative and graphic design needs. Visit our sites today to see 
how we can help you grow your business and your knowledge! 
 

mailto:info@tvemagazine.com?subject=I%20Love%20Being%20a%20VA!�
mailto:info@tvemagazine.com�
http://www.actionjacksonva.com�
http://www.tvemagazine.com�
http://www.aove.org�
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Call today! 1-919-287-7232 

Email us today!  
vicki@vickiofficesupport.net 

Working to assist your business 
when you can’t! 

Virtual Assistant,  
Real Estate Virtual Assistant,  
Virtual Bankruptcy Assistant 

We are here for you! 

Visit our site today!  
www.vickiofficesupport.net 

mailto:vicki@vickiofficesupport.net?subject=Advertisment%20through%20The%20Virtual%20Entrepreneur�
mailto:vicki@vickiofficesupport.net?subject=Advertisment%20through%20The%20Virtual%20Entrepreneur�
mailto:vicki@vickiofficesupport.net?subject=Advertisment%20through%20The%20Virtual%20Entrepreneur�
mailto:vicki@vickiofficesupport.net?subject=Advertisment%20through%20The%20Virtual%20Entrepreneur�
http://www.vickiofficesupport.net�
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By Cathryn Branch 
 
Some might believe that grant writing is boring and time consuming.  And 
that could possibly be true if you don’t enjoy the skills that are required to 
create a grant proposal.  Grant writing is rewarding not only for the recipi-
ents of grant funds but for those of us assisting our clients to achieve their 
vision. 
 
Here are 6 reasons why I love grant writing: 
 

1. It gives me the opportunity to help a client obtain funding for a    
program that is necessary to meet a need; 

2. Helps me to expand my knowledge in the field of education of    
which I am passionate; 

3. Allows me to continue to hone my writing skills; 
4. Demands that I be organized and be able to manage my time wisely; 
5. Challenges me to do my best every time; 
6. Gives me the freedom of working from my own home office. 

 

Grant writing offers me what I need to challenge myself professionally.  It 
allows me to be a part of a team when I take on the task of assisting an  
organization with their vision.  I absolutely love what I do and I wouldn’t 
have it any other way. 

Cathryn Branch, Owner of Attentive Assistance - - Always looking out for 
your interest. Brings several years of grant writing to your business! 
(http://www.attentiveassistance.org)  

 
Instructor at the Academy of Virtual Entrepreneurs   
(http://www.aove.org) Cathryn Branch teaches the following 
courses: Virtual Grant Writer 101, 102, 103, 104 

Why I Love Grant Writing! 

http://www.theofficevirtuoso.com/�
http://www.attentiveassistance.org�
http://www.aove.org�
http://www.aove.org/gw-101.html�
http://www.aove.org/gw-102.html�
http://www.aove.org/gw-103.html�
http://www.aove.org/gw-104.html�
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Always looking out for 
your best interest! 

 
Contact us for more       

information and a free  
30 minute consultation. 

 
Who is Attentive Assistance? 

 
Your virtual assistant who will give you expertise in all            

areas   of administration and grant writing. Take a closer look 
at our services page for a more detailed list of the items      
you can remove from your "to do" list.   You will receive       
our customized designed plan that will allow your small            

business to reach it's maximum  potential.   
 

Our motto is that our client's needs are of the utmost  
importance and we will gain your trust and loyalty with        
our professionalism,  attention to detail and dedication           

to help you achieve your mission.  

Attentive Assistance, LLC 
Cathryn Branch |  813‐957‐6043  
 cathrynbranch@attentiveassistance.org  
http://attentiveassistance.org 

http://attentiveassistance.org/Services.aspx�
mailto:cathrynbranch@attentiveassistance.org�
http://attentiveassistance.org/�


 

 

As a busy professional your day is filled with tasks to do, 
delegate or defer. Your resources may be limited but 
that doesn't have to keep you from getting everything 
done that you must get done. That is why Assistant 2 
Your Success is here for you. When you don't have the 

time …. call Assistant 2 Your Success.  

Assistant 2 Your Success is a virtual assistant business 
which assists businesses in getting tasks or projects 
done, so that you can focus on the bigger picture —  

Growing your business!  
 

Diana Buchanan  | 785.393.5562  
diana@assistant2yoursuccess.com  

 
VISIT US TODAY!!! 

http://assistant2yoursuccess.com 
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Assistant2YourSuccess 
When You Don't Have the Time… I Do 

mailto:diana@assistant2yoursuccess.com�
http://assistant2yoursuccess.com/�
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Leap! 101 Ways to Grow Your Business 
Review by Diana Buchanan, Assistant 2 Your Success 

Whether it is a bucket list, a to-do list or even a grocery list  
people are drawn to reading about lists. Books, magazines,    
ezines and bloggers write tips and lists for their readers. We feel 
that when we check off our “to do” list we have accomplished a 
lot and the steps or tips guide us to work toward our goals. 
When I purchased “Leap! 101 Ways to Grow Your Business” by    
Stephanie Chandler I felt that I had found a goldmine in a  
mountain of lists, tips and steps. 
 
On the back of the book it says, “[Leap] is loaded with practical strategies that  
you can leverage based on your business-growth goals and the distinct need of 
your company” and it really is all that it says it is! This book is only 255 pages  
and after a couple of hours of reading I learned a few things I had not been       
familiar with and even different twists to ideas that I knew from experience.     
Now  I am in my second reading marking and post-it-note the ideas that I want   
to implement in my business.   
 
“Leap is divided into four sections: Leverage, Execute, Accelerate, and Prosper; 
you will learn how to: 
 

 Develop a business-growth action plan. 
 Automate your business. 
 Locate Business capital. 
 Identify powerful marketing strategies. 
 Harness the power of the internet. 
 Attract the media and gain valuable exposure. 
 Boost profits by innovating. 

 
Real life examples and “success interviews” are placed in each section. It was    
exciting to read about one of our own. Patricia Beckman (I don’t know of her but 
many of you may) who founded Cybertary, (her definition is, “a cybertary is a 
highly skilled professional working as a Virtual Assistant (VA) to provide adminis-
trative support and specialized services to businesses, entrepreneurs, executives 
and busy people.”  It was truly interesting to read about her start in business, 
growth, and all that she learned along the way. 
 
The author is really good about giving reference to lots of resources that are      
out there. I have read many of the books that she mentions, and I think that this 
book earns its place on the book shelves with the best of business literature. 

To purchase your copy of Leap! 101 Ways to Grow Your Business       
CLICK HERE! 

Book Review 

http://assistant2yoursuccess.com/�
http://www.amazon.com/gp/product/1601630794?ie=UTF8&tag=actijackvirta-20&linkCode=as2&camp=1789&creative=9325&creativeASIN=1601630794%22%3e�
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by Gabrielle Owens 
 
I recently did a Google search for African American AND Virtual Assistants.  Google 
retrieved over 370,000 results for this search.  The bottom line is that if you are a 
person of color, you know you’ve been passed over for a job just because of your 
color at one point or another.  I had an African American friend have me call and 
make a job interview appointment for her.  When she called, they told her the job 
was filled – when I called, they said please come right in!! (1973). I am a mother 
of two biracial children, I have experienced many different types of prejudice,    
including people not wanting to rent to me – the whites wouldn’t and the blacks 
wouldn’t (this was in Chattanooga, TN in the 70s).  Yes, we’ve come a long way 
since then, but still not far enough.  However, being a Virtual Assistant is a whole 
new ballgame.   
 
If you're looking for a career that is in demand, where companies are contracting 
even in this tough economy, consider becoming a Virtual Assistant.   
 
Virtual Assistants are needed in every industry:  real estate, health care, law     
offices, small and large businesses, and nonprofits.  Most organizations have a 
need for a Virtual Assistant, whether they realize it or not.   
 
One of the Fastest Growing Occupations in the Country 
According to the Department of Labor's Occupational Outlook Handbook (http://
www.bls.gov/oco/ocos151.htm), “Some secretaries and administrative assistants, 
also known as virtual assistants, are freelancers who work at a home office.  They 
use the Internet, e-mail, fax, and the phone to communicate with  clients.  Other 
duties include medical or legal transcription, writing and editing reports and    
business correspondence, answering e-mail, data entry, setting appointments, 
making travel arrangements, bookkeeping, and desktop publishing.” 

 This occupation ranks among those with the largest number of job openings. 
 Opportunities should be best for applicants with extensive knowledge of  
     computer software applications. 
 Secretaries and administrative assistants are increasingly assuming  
     responsibilities once reserved for managerial and professional staff. 
 
Not a Dead End Job 
Honestly the sky is the limit – your imagination is the limit.  According to The    
Occupational Outlook Handbook, administrative assistants now have duties that 
were once the responsibility of managers, such as creating spreadsheets and  
presentations.  Managers are doing work that was once relegated to support staff.  
The manager may call a meeting by setting online appointments or write emails 
instead of sending letters once typed by staff.   
 

African American Virtual Assistants 
Black History Month - History Is Being Made 

http://www.bls.gov/oco/ocos151.htm�
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Not Just For Women 
Another myth about this job is that it's only for women.  Now that many         
businesses have started to change job titles (such as re-naming secretary to    
data resource coordinator), many men are taking to the keyboards. 
 
Last But Not Least  
If you believe you will be stuck in your home office all day, you haven’t dreamed 
big enough yet.  Jobs like Virtual Realtor Assistants require you to go into the field 
and take pictures of properties.  Mortgage Virtual Assistants are required to go to 
people’s homes and have them sign the loan documents which they in turn will 
“witness” as a notary public.   
 
Back To The Title 
This job is for anyone.  There are many successful African American Virtual Assis-
tants and, thanks to shows like Oprah, CBS and ABC, many African American    
Virtual Assistants have been spotlighted.  There has never been a better time to 
become an African American entrepreneur and start your own virtual assistant 
business.  
 

African American Virtual Assistants 
Black History Month - History Is Being Made 

http://www.jdoqocy.com/click-3784739-10555298
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You can put your trust in         The 
Office Virtuoso.   

 
In today's fast-paced business 

world, we provide 
prompt, professional service    and 

exceptional quality.   
 

We have over 15 years of  
administrative support  

experience to rely upon.   
 

Our unparalleled service,  
competitive prices, and 

overall value are why our  
loyal customers won't go 

anywhere else. 

PO Box 471 
Midlothian, IL  60445  

www.theofficevirtuoso.com 

Call 
Today 

Spreadsheet 
Design 
Word 
Processing 
Data Entry 
Transcription 
Power Point 
presentations 
Corresponden
ce (personal 
or business) 
Copy 
proofreading 
Editing 
Contracts 
Invoices 

(708) 385-2920    
kvargas@theofficevirtuoso.com  

Our Services: 
Internet  
research 
Traditional  
research 
Calendar  
management 
Appointment  
scheduling 
Meeting  
coordination 
Reminder ser-
vices 
Travel  
arrangements 
Event  
Planning  

http://www.theofficevirtuoso.com/Home_Page.php�
mailto:kvargas@theofficevirtuoso.com?subject=Re:%20Your%20Ad%20in%20The%20Virtual%20Entrepreneur�
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by Kathleen Vargas 
 
One of the most important benefits of partnering with a professional virtual 
assistant is that we are also business owners and understand what is needed to 
build and maintain a successful small business.  We can offer a fresh look at our 
client’s business; from the outside, (the same viewpoint that potential customers 
see).  As virtual assistants, we should always be ready to offer suggestions, no 
matter how insignificant they may seem - it could be the key to growing our 
client’s business and consequently ours. 
 
Here are some business-growing ideas to present to your client: 
 
Website:  Start by reviewing your client’s website(s) because this is usually the 
base of their operation.  Are there pages that are potentially confusing to a cus-
tomer?  Is the content SEO friendly?  How is the page ranking?  Are there buttons 
or links that don’t work?  Make note of any areas that could be improved and let 
your client know.  
 
Press releases:  Use them for every occasion (taking on a new partner, down-
sizing, adding a new service).  Press releases are important because they keep 
your client’s name out there in front of their potential customers, reminding them 
that they are still in business and ready to serve them. 
 
Social media:  Review with your client the different social media outlets and how 
to use them to benefit their business.  (Make sure they not only have a Twitter 
account, but that they tweet regularly).  Also offer to post links on your Facebook 
business page or tweet about your client’s promotions from your Twitter account 
to broaden their audience. 
 
Market research:  Check out the competition and see where they are spending 
their advertising dollars.  Take note of any interesting promotions or gimmicks 
that your client could adapt to fit their business. 
 
Business cards:  Post your client’s business cards when and where you post your 
own (grocery store, library, town hall). 
 
Networking:  Stress the importance of getting out and meeting potential clients.  
Whether it’s a networking group meeting or the local Chamber of Commerce, net-
working is a very important tool for any business. 
 
Newsletters:  Even local “mom and pop” businesses can benefit from sending a 
regular newsletter to their customers.  The newsletter can include a promotion or 
coupon to draw in business. 

How to Help Your Clients Grow Their Business 
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How to Help Your Clients Grow Their  
Business continued… 
Holiday cards:  Remind your client that people appreciate the little things, such 
as a nicely worded (preferably hand written) holiday card.  It only takes a minute 
or two and lets your client’s customers know they value them and their business. 
 
Interviews:  Arrange for a local newspaper or radio station to interview your 
client regarding their area of expertise.   
 
Article writing:  Offer to research topics for your client to write articles about 
(you can also submit the finished articles for your client as well). Make sure to 
include an excellent resource box to draw potential customers to their website.  
 
Survey:  Set up a poll or survey to find out what your client’s potential customers 
are looking for and what they are willing to purchase.  Finding out potential 
customers’ likes and dislikes ahead of time can save lots of time and money for 
your client. 
 
Signatures:  If your client is not already doing so, make sure they always include 
their business email and web address on all outgoing emails.  (This includes 
personal emails because you never know who your next customer will be.) 
 
Forums:  Depending on your client’s industry, there may be free forums they can 
join to keep informed on the newest techniques and technology.  
 
Blogging:  This is a perfect ways to get your client's business name out there in 
front of their potential customers while showcasing their expertise in a particular 
area.  Be sure to let your client know that you can proofread or edit their blog for 
them. 
 
Video or Podcast:  And for those of you with the technical knowledge, help your 
client produce a short promotional video or podcast for them to place on their 
website. 
 
All the ideas listed above are tasks a professional virtual assistant can assist their 
clients with at little additional cost to the client.  These are only some of the ways 
that you can help your clients grow their businesses.  As a virtual assistant, they 
also have the added benefit of growing your business!   
 
 
Kathleen Vargas is a Virtual Assistant and the owner of The Office Virtuoso.  Kathleen has 
been assisting senior-level management for over 15 years.  To find out more about  
Kathleen or how partnering with a Virtual Assistant can assist your business, visit 
www.theofficevirtuoso.com or email Kathleen at kvargas@theofficevirtuoso.com. 

http://www.theofficevirtuoso.com/�
mailto:kvargas@theofficevirtuoso.com�
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       Virtual Office Goddess: (vûr ch - l) (ô f s) (g d s) 
A being of supernatural administrative powers and at-
tributes of business acumen with a particular talent for 
small enterprise support through virtual assistance. 
 

           Why hire a mere mortal when you have access to a Goddess? 
 

                
 
 
 

VA TIP OF THE MONTH 
 

Set reasonable rates for your services. An advantage of 
being a Virtual Assistant is that we can work FROM any-
where in the world for businesses LOCATED anywhere in 
the world. Even if a 'local' business wouldn't pay the going 
rate of a qualified VA, that doesn't mean the VA can't charge 
a reasonable fee in another locale.  
 
The value is pretty simple to show - instead of paying an 
employee to be available, whether or not there is work to 
do, VAs only bill for the actual time worked and NOT to 
just sit around waiting for assignments, or chatting over the 
water cooler, etc. And, no client overhead expense!  
 

The Virtual Office Goddess, LLC provides bookkeeping and 
office support services to small and sole-proprietor businesses.  
 
Visit us today at www.virtualofficegoddess.com or call us at  
(303) 437-3712 and schedule a free consultation to discuss 
how we can help.  

http://www.virtualofficegoddess.com�
http://www.virtualofficegoddess.com�
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Ms. Phyllis L. Jackson of Uniquely40 LLC 
 
Welcome to the 1st edition of our new monthly spotlight of 
our virtual assistant of the month who was nominated by 
you—other virtual entrepreneurs.  Our VA in the spotlight 
for the month of February is none other than Phyllis L.  
Jackson, of Uniquely40, LLC located in Brooklyn, New York.   
 
Uniquely40 opened its doors 7 years ago and at the time they primarily offered 
secretarial services to small businesses.  Today however, it has a diverse service 
base which focuses on areas of investigation and research as well as event  
planning and management.   
 
Ms. Jackson is a retired police officer with 20 years of service with the illustrious 
New York Police Department.  Prior to her becoming a police officer she worked 
as a police administrative aide where she was directly responsible for creating  
criminal reports.  “One of my police instructors told me that what you write in a 
report could be a deciding factor in a case” and she took that to heart making 
sure to listen intently and document verbatim statements from crime victims. 
She credits the report writing skills she learned while working in this capacity as 
one of the fundamental skills that has helped her business.  As we all know 
listening to your client is extremely important; however, you also need to back 
up all conversations with the nuts and bolts of the project and provide your client 
with a copy of what was discussed to confirm. 
 
Uniquely40 has successfully managed as many as 7 clients at a time by offering a 
flexible scheduling system and by having several dedicated lines to answer client 
calls outside of normal business hours.   When asked what has contributed to the 
success of her business, Ms. Jackson states, “I enjoy what I am doing and I am 
doing this because I want to not because I have to.  One of the toughest projects 
that I have taken on date was a client  
requesting that I create a database to house 1000 
business cards.  There were some  
difficulties in the beginning related to the space 
necessary to house this information; but the job 
was completed to the customer’s satisfaction  
because of her technological savvy. 
 
Currently, Ms. Jackson is working on obtaining her 
license as a Private Investigator to further expand 
her services in the areas of investigation and re-
search.  As her company continues to grow she 
ultimately, plans to make it a family affair and 
have her sister and niece join her team.   

VA of the Month 
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In today’s society, many people like Phyllis are leaving behind successful careers 
to now create their own destiny professionally.  Virtual assisting as become a very 
attractive industry for many professionals who have turned their education and  
experience into their own business ventures.  Ms. Jackson understands the  
struggles that new virtual assistants deal with when starting out.  It took  
Uniquely40 6 months to attract its first client.  She recommends that new VA’s 
consistently dedicate time to marketing to get their name out there and to attract 
the clients that they are looking for.  When a new VA finally gets their first client 
they can get so excited that they forget about the basics of running a business.  
Ms. Jackson says even if you are an expert in your field you may have no prior 
training as a business owner.  She also suggests for those just starting out, they 
should consider training in running a small business and have your policies and 
procedures in place before starting work with your first client.   
  
Phyllis L. Jackson is a great example 
of a successful transition from being 
an employee to becoming a business 
owner.  It is because of her expertise 
in the field of investigation that she 
now shares her knowledge as an in-
structor at the Academy of Virtual  
Entrepreneurs where she teaches the 
Virtual Assistant Investigator 
courses.   
 
Thank you Phyllis for sharing your 
story with The Virtual Entrepreneur!   

 
 

 
Remember that this article is only made possible because of  
virtual entrepreneurs like you who support one another.  Please  
remember to submit all nominations by the 3rd Monday of every 
month. The next deadline for submitting your favorite VA of the 
Month is: March 15, 2010. 
 

Click here or go to http://www.tvemagazine.com/vote.html to find out how you 
can support your fellow VA! 
 

This article was written by Cathryn Branch of Attentive Assistance, VA of the 
Month interviewer, article writer and AOVE Virtual Assistant Grant Writer Instruc-
tor. 

VA of the Month continued... 

http://www.tvemagazine.com/vote.html�
http://www.tvemagazine.com/vote.html�
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Uniquely40 LLC. has been in Business since 2003, our virtual  
administrative firm assists entrepreneurs, self-employed,  
home-based, or small business owners who do not want to hire  
employees. As your Virtual Assistant, we can assist and manage your 
office from our office. 

The price for this service is based on the hours, 
days, weeks or months our service is needed. 
Yearly contracts (retainers) are also available. 
You can save money and grow your business by  
working with us, we have a pricing system that 
works with everyone’s budget. 

It’s our responsibility to keep abreast of the latest in office and 
administrative technology solutions and systems to resolve any  
administrative support issues and needs. 

Customer satisfaction is paramount. Every assignment is performed 
per your specifications. Customers may e-mail, airmail or phone with 
any questions and/or details of services they require. 

Confidentiality is vital to our business. No work will be disclosed to 
other parties. At the conclusion of the assignment, customer files will 
be copied to a CD, and the original files will be deleted from our  
computers. Only your name, address and phone number will be kept 
in our database.  Click Here to listen to our commercial. 

Home | Event Planner | Upcoming Events | Research & Investigation  
Rates & Services | Administrative Services Offered  

Pricing Solutions | Our Staff |  Contact Us 
Office Closing and Special Announcements | Policies and Terms 

Testimonials | Academy Of Virtual Entrepreneur – AOVE 
 

Contact us toll free: 1-800-648-1093  

http://uniquely40.com/wp-content/uploads/2009/06/UNIQUELY-40-SPOT-DELIA1.mp3�
http://uniquely40.com�
http://uniquely40.com/event-planning/�
http://uniquely40.com/event-planning/upcoming-events/�
http://uniquely40.com/research-investigation/�
http://uniquely40.com/research-investigation/rates-services/�
http://uniquely40.com/what-is-a-virtual-assistant/virtual-administrative-services-offered/�
http://uniquely40.com/what-is-a-virtual-assistant/pricing-solutions/�
http://uniquely40.com/our-staff/�
http://uniquely40.com/contact-us/�
http://uniquely40.com/office-closing-and-special-events/�
http://uniquely40.com/policies-and-terms/�
http://uniquely40.com/testimonials/�
http://uniquely40.com/academy-of-virtual-entrepreneur-aove/�
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The Virtual Entrepreneur 
About The Virtual Entrepreneur 

 Whether you are just starting out in your new virtual business 
 or you’re a veteran virtual entrepreneur you will benefit from  
 the TVE! 
 

You will find helpful tips, tricks and how-to's as well up to date articles 
written by VE's just like you! These articles will encompass all facets of 
working virtually. 
 
We are dedicated to helping promote, assist, and create new avenues for 
your virtual needs.  
 
If you are interested in submitting an article or want to advertise in our 
EZINE please contact us! 
 
Advertising Rates are as follows: 
 
1/4 page   -  $25.00    per month 
1/2 page   -  $50.00    per month 
Full page   -  $75.00    per month 
VE Directory - $15.00  per year 
 
Deadline for article submission is the 3rd Monday of each month.  
Deadline for advertisements is the 3rd Monday of each month. 
 
We hope you enjoy the TVE and if you do, please send us a note to be  
included in an issue :) 
 
Sincerely, 
Andrea Jackson, Publisher 
 

Sign up today to receive your copy of   
The Virtual Entrepreneur! 

 
 

Celebrating the Virtual Entrepreneur In You! 
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5 Tools You Can Use in Your Virtual Assistant Business 
by JoCarole Carpenter 
 
#1 File Shredder 2 
This is a free application which comes in handy if you want to clean up your hard 
drive. Don’t worry about any personal information that someone will see, just let 
File Shredder clean it up for you. Compatible operating systems are Windows 
98/2000/XP/Vista/NT. CNET gave it 5 stars. To download and check reviews click 
on this link:  http://download.cnet.com/File-Shredder/3000-2144_4-
10662831.html. 
  
#2 Fireshot for screen prints 
This is a free application and is what I use to capture screen prints. It is a Firefox 
extension so it is always there when I need it. There are other screen print tools 
but this is my favorite. CNET gave it 5 stars. http://download.cnet.com/FireShot-
for-Firefox/3000-2155_4-10837922.html 
  
#3 LinkaGoGo for the person that must be connected at all  times.  
This free application does double duty as an organizer and bookmarking applica-
tion. http://download.cnet.com/linkaGoGo/3000-2370_4-10730869.html 
 
#4  AVG Anti-virus program 
This is free for the basic application. I have this installed on one of my computers. 
CNET gave it 4.5 stars. http://reviews.cnet.com/internet-security-and-firewall/avg
-antivirus-8/4505-3667_7-32887573.html 
  
#5  Track My Hours 
This is a  simple and reliable time tracking program that many VAs use in their 
businesses. I have used it myself.   http://www.trackmyhours.com/ 
  

 
 
JoCarole Carpenter, President of Shore Office Services 
(http://www.shoreofficeservices.com).  JoCarole is a sea-
soned Virtual Assistant and entrepreneur with over 25 years 
of experience in upper level management and administra-
tion.  JoCarole’s specialty is providing solutions for  
solopreneurs.   
 
 
 
 
 

 
Copyright 2010 JoCarole Carpenter All rights reserved 2009. 

5 Virtual Assistance Tips 
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Our Business package is designed to match the online demands of both 
individuals and small to medium-sized businesses. The plan's config-
uration allows for the creation and management of three separate web 
sites and the registration of one FREE domain name. You will be able 
to upgrade almost any of its features should you need more resources to 
grow online.  
 
The package creates all the necessary conditions for building both 
regular and more advanced web sites, offering a web design tool, a 
good deal of pre-installed helpful scripts, full-featured e-mail 
services, databases and much more. 
 
No Contracts! | Instant account activation  | Presale and After-sale 
Support | Support Response Guarantee |  Hour Uptime Guarantee 

99.9 %  | Daily Data Backup  |  30 Day Money Back Guarantee  
 

Free Account Set-up | Free Domain Name | Online Website Builder 
|  1-click 30+ Free Scripts Installer  |  Video Tutorials | Online 

Documentation 
 

Just  $48.00 Per Year 
 

www.allsourcewebs.com 

ALL SOURCE WEBS 

http://www.allsourcewebs.com/?lang=en&action=free_bonuses&submenu=sitestudio�
http://www.allsourcewebs.com/?lang=en&action=free_bonuses&submenu=elefante�
http://www.allsourcewebs.com�
http://www.allsourcewebs.com/?lang=en&action=domains�
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http://www.allsourcewebs.com/?lang=en&action=support&submenu=context_help�
http://www.allsourcewebs.com/?lang=en&action=support&submenu=context_help�
http://www.allsourcewebs.com/?lang=en&action=support&submenu=context_help�
https://secure.duoservers.com/?lang=en&s_id=144145&rdomain=allsourcewebs.com&action=order&plan_id=1�
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Academy of Virtual Entrepreneurs 

http://www.aove.org 
 

Click Here to register today! 
 

The AOVE is dedicated to providing virtual entrepreneurs with the most up 
to date educational courses and resources available in today's virtual world.  

 
The AOVE offers affordable live training, video training and one-on-one 

training in a friendly environment.  This allows our students to learn 
at their own pace, on live tele-seminars, one-on-one training, video 

training or in groups.  
 

Learn what you want to learn without hassles, hidden fees, and  
membership fees. 

  
 

Virtual Assistant Investigator 101 
Virtual Assistant Investigator 102  
Virtual Assistant Investigator 103  
Virtual Assistant Investigator 104  

Virtual Assistant 101  
Virtual Assistant 102  
Virtual Assistant 103  
Virtual Assistant 104  
Virtual Assistant 105 
Virtual Assistant 106 
Virtual Assistant 107 
Virtual Assistant 108 
Virtual Assistant 109 

COURSE OFFERINGS 

Real Estate Assistant 101  
Real Estate Assistant 102  
Real Estate Assistant 103  
Real Estate Assistant 104  
 
Bankruptcy Assistant - 101  
Bankruptcy Assistant - 102 
Bankruptcy Assistant - 103 
Bankruptcy Assistant - 104 

 

 

http://www.aove.org�
http://www.aove.org/registration.html�
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Social Media Assistant 101  
Social Media Assistant 102  
Social Media Assistant 103  
Social Media Assistant 104  
Social Media Assistant 105  

Virtual Writing Assistant 101  
Virtual Writing Assistant 102  
Virtual Writing Assistant 103  
Virtual Writing Assistant 104  

Virtual Grant Writer 101  
Virtual Grant Writer 102  
Virtual Grant Writer 103  
Virtual Grant Writer 104  

Virtual Authors Assistant 101  
virtual Authors Assistant 102 
Virtual Authors Assistant 103 
Virtual Authors Assistant 104 

Adobe Photoshop  
Adobe Illustrator 
Adobe Dreamweaver 
Adobe In-Design 
Adobe Acrobat Pro 9 

MS Office Word 
Ms Office Access 
MS Office Excel 
MS Office Publisher 
MS Office Power Point 

MS Office Outlook 
MS Office OneNote 

E-Junkie Shopping Cart & Affiliate  
Program 

Accounting Workbook 

Constant Contact 
 
 

To learn more about how AOVE 
can help you, please visit our 

website at:  
http://www.aove.org 

 

Academy of Virtual Entrepreneurs 

COURSE OFFERINGS 

 

http://www.aove.org�
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Academy of Virtual Entrepreneurs 

Meet the Instructors of the Academy of Virtual Entrepreneurs 

Carol D'Annunzio, VA, 
VAA 

Lily Chambers, VA, VPA 

Phyllis Jackson, AA, 
NYPD, VAI, MVAC 

Rebecca Thompson, MS, 
BS, CSMS, Master Certified 
MS Office Specialist, VA 

Cathryn Branch,  MPA, 
VA, CGW Trena Stubbs, MS, BA, 

MVAC, VA 

Andrea Jackson, VA, 
REVA, VBA, MVAC 

Marian Harmon, CVA, 
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Read what our students are saying! 
 
"I am a novice when it comes to QuickBooks and bookkeeping; this course helped me to understand 
accounting terms and better set my rates as a VA.  It was very informative and QuickBooks (Simple 
Start) was well explained. The information will be a good reference for me in the future." 
 
Shante McCall~  

Academy of Virtual Entrepreneurs 

Meet the Instructors of the Academy of Virtual Entrepreneurs 

Andrea South, AA, VA, VWD Diana Buchanan, BA, 
VA 

Kristina Andaya, BA, VA Serita Diana, AA, REVA, VA 

Real Virtual Assistants teaching real education to entrepreneurs just like you! 

Jules Burnell, 
VWD,  VA, VD 

Bobbi Hunter, 
VA, VWA 
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Anyone that has spent any amount of time in the real estate 
industry knows about Mike Ferry. For those of you who don’t, 
Mike Ferry is one of the most successful real estate sales 
coaches in the country, and he uses an assistant. Her name is 
Monica Reynolds, and she is now training real estate assistants. 
What does this have to do with you or your interest in Real 
Estate Virtual Assistants? 

 
If Mike Ferry uses an assistant, and Mike is telling you that you 
need an assistant, then you need an assistant. What Mike may 
not understand is that you live on a limited budget and hiring and training an 
assistant just isn’t something you are in a position to do at this time. This is 
where a real estate virtual assistant, or REVA, can really help your business to 
grow. Whether you close 10 deals or 100 deals a year, getting yourself the 
assistance you need is now within your reach. 

 
Real estate virtual assistants are not employees, but rather self employed 
assistants that specialize in the real estate industry. An experienced REVA is 
familiar with all the administrative tasks that are part of your business, and she 
is available on a per project basis or on retainer. You only pay for the services 
you need; not an entire year’s salary. The list of services REVAs specialize in is 
quite extensive, but below is a shortlist of services you may be struggling with 
providing for your clients. 

 Regular updates on your listings. Real estate virtual assistants can 
pull all the numbers from website hits to the number of showings, 
put them all in a list, and either call your sellers themselves or 
email them to you so that you can make the calls. 

 Listing coordination. REVAS are familiar with the tools of your trade. 
From creating an effective pre-listing package to putting new listings 
on your website, complete with a virtual tour, you can rest easy 
knowing that your clients will receive the best possible service 
available. 

 Closing Coordination. You just got a contract on your listing and it is 
set to close in 30 days. It’s nothing to worry about when you have a 
professional REVA handling the details. Not only will your real estate 
virtual assistant make sure that the seller is aware of the scheduled 
home inspection, but they will also coordinate everything with the 
title company to assure that it closes on time.  

 Marketing materials just got easier when you hired that REVA. Now 
all you have to do is let them know what it is you would like prepared 
and it will be created and e-mailed to you for final approval before 
being sent to your local printer for pick up, or before printing and 
mailing your marketing materials out for you. 

Even Mike Ferry Uses Assistants 
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I’m sure you see the advantages available to you when you partner with an ex-
perienced REVA. You can now generate business instead of servicing your list-
ings. You can now leave the office knowing that your business is in the hands of 
a professional. So what are you waiting for? Find yourself the perfect real estate 
virtual assistant and go prospect! That’s what Mike would tell you to do. 
 
Serita Diana has 5 years experience in the real estate industry. She was also fortunate 
enough to participate in the Mike Ferry assistant training program, and is now the owner 
of List 2 Close Assistant, specializing in real estate virtual assistance and assistance to 
the small business owner. In addition to her real estate experience, Serita also has an AA 
in Business Management. For more information on Serita visit 
www.list2closeassistant.com or send an email to serita@executive-assist.net . 

Even Mike Ferry Uses Virtual Assistants 

1. You listed a home and now it's under 
contract.  
2. You have to get the signed contracts to 
the title company along with the deposit 
because that darn buyers agent didn't listen 
and just delivered it to you.  
3. You have to speak with the sellers to 
verify what time is good for the home 
inspection that is needed to close, and then 
you have to relay that information to the 
buyer’s agent.  
4. Next you have to schedule the appraisal, 
the survey, and speak to the seller about 
when all of this is scheduled and then it's 

back to the title company with that information.  
5. Did the title company receive proof of funds yet?  
6. Have they been in touch with the lenders?  

 
Whew! I bet you didn't know all the work that goes into a closing, did you? Guess 
what? It's still not closed.  
 
There are so many tasks that must be performed to successfully close the sale of the 
home and none of them are to gain new prospects.  Spending all the necessary time 
on a closing is taking away from the time you need to generate more business.   
 

Your List 2 Close Assistant is here to help you.!! Call us today!  
Phone: (330) 851-3042 | Fax: (330) 851-3042 
Website:  http://www.list2closeassistant.com 

http://www.list2closeassistant.com/home.htm�
mailto:serita@executive-assist.net�
http://www.list2closeassistant.com/home.htm�


 

 

By Jules Burnell, www.SunRiseVirtualSolutions.com  
 
10 Reasons to Use CSS* for Layout - Not Tables 
There is a bit of controversy amongst web designers regarding the topic 
of this article, so it is based purely on personal experience, fact-finding 
research, and my biased but humble opinion.  Unquestionably though, I 
have not seen credible evidence to the contrary for the fact that you 
should use CSS for your website design layout and not tables. 
 
When I first learned web design 
years ago, I used tables for lay-
out.  Most designers did.  But, 
with the exciting advent of Cas-
cading Style Sheets (CSS), that 
all changed – and very much for 
the better.  If you are a designer 
that uses tables, an aspiring designer, or even someone that had someone else 
design your site, hopefully this article will give you a little insight into why NOT to 
use tables for layout.  You won’t learn CSS here, but you will learn a little some-
thing as to why you should use CSS instead of tables. 
 
I won’t get into the fun design (style) elements that CSS can be used for, such as 
setting your font family, font sizes, font styling, borders, positioning (what fun you 
can have with positioning!) images and most anything else, styling blockquotes, 
styling lists, and numerous other uses.  Hmmm…maybe CSS in more depth should 
be in a future article.  Sorry, I digress… Because I am so passionate about it, this 
article is only about why, in my opinion, you should not use tables for layout. 
 
1) First, if you use tables for layout, you are 
writing invalid X/HTML.  Why should you care if 
your code is invalid (has errors)? Tables are only 
valid in X/HTML when displaying tabular 
data.  This is the number one reason to use 
CSS for layout.  Using proper CSS to position 
and layout your pages is the only way to get designs that are valid.  Another thing 
is that a lot of templates use deprecated table code when putting their templates 
together.  I won’t mention any names here on the companies that do this, but this 
is referring to “site builders” in particular.  Sure, it is convenient to use these types 
of services, but you have to be mindful of the code behind the scenes (maybe 
check before you commit to this type of website creation).  If “code” sounds like 
gobbledy-gook to you, you can see what is meant by that if you use ‘View Source’ 
in your web browser and look at all the gobbled “code” you see.  At this point, just 
suffice it to say that using valid “gobbledy-gook” is important. 
 
2) Tables will be completely blank in some web browsers.  This is usually  

Web Design Tips n Tricks 2 

*What is CSS? 
-CSS stands for Cascading Style Sheets 
-Styles define how to display X/HTML elements 
-Styles were added to X/HTML 4.0 to solve a problem 
-External Style Sheets can save a lot of work 
-External Style Sheets are stored in CSS files 
http://www.w3schools.com/css/css_intro.asp  

For a simply fun and exciting way 
to learn Web Design with X/HTML, 
and CSS check out www.AOVE.org 
for more information! 
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caused by tables that are created incorrectly, either by inadvertently missing tags 
(code to identify the different parts of a document so that a web browser will know 
how to display it), or not closing tags.  And even if you have all the tags, if you 
don’t have them lined up exactly right, complex layouts can become very difficult 
to edit and maintain.   
 
3) CSS positioning is easy to maintain.  I try to always use external style 
sheets (CSS in its own separate .css file), so a couple of changes and it’s good to 
go.  In many cases, it’s just a matter of a <div> element (<div> would be one of 
those “gobbledy-gook” things) surrounding the different sections of your text, and 
voila! you’re done. 
 
4) Besides being pretty inflexible, tables are often slower to load and can dra-
matically change how your layout looks in different browsers.  If you use 
specified widths for your tables, you end up with a very rigid layout that won’t 
look good on monitors that are sized differently from your own. 
 
5) With CSS layouts it is actually a lot easier to create layouts that are 
flexible.  Take this site for example: CSS Zen Garden (http://
www.csszengarden.com/). All layout for all the designs is done with CSS.  Isn’t 
this main site, and the other site examples by other CSS gurus in this repository, 
much more appealing than a template-looking, inflexible table layout? AND – it is 
all valid X/HTML.   
 
6) Search engines love valid code, so by not using tables it helps with 
Search Engine Optimization (SEO).  One of the reasons for this is the differ-
ence between search engine spiders and browsers.  Spiders “crawl” the web index-
ing web pages and their content.  In other words, search engine spiders are look-
ing at the same code your web browser is and analyzing it in a very similar way. 
 
The difference in how spiders and browsers function, however, is important: 
 
There is a very real pressure on actual web browser developers to ensure that 
their browsers display pages correctly to the user.  This often includes browsers 
“being more lenient” with errors in the source code (“gobbledy-gook”).  Some im-
proper coding in X/HTML might not affect your web page’s display in your favorite 
browser, but when it comes to search engine spiders, it can be an entirely differ-
ent story.  That is not to say that small errors in your X/HTML code will spell cer-
tain death for your search engine rankings, and they certainly won’t normally 
make your page invisible to spiders. 
  
Code errors can, however, mess up the vastly important process of a spider ana-
lyzing your page for all relevant content - or make some of that content invisible.  
Since so much of SEO is paying close attention to every little detail of your site 
and its content, why leave the possibility open for causing problems for search en-
gines when they try to index your pages? 

Web Design Tips n Tricks 2 continued... 
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Validation might mean some big headaches when you set out to fix every last er-
ror on your pages, but the benefits of valid code are clear – and running your 
pages through a validation service like that of the W3C (http://validator.w3.org/)  
can do a lot in the way of educating you about the mistakes you may be making. 
 
7) The most common way to create fancy layouts with tables is to “nest” tables 
(one table inside another, inside another, inside another, etc.).  But, nested ta-
bles load even more slowly.  The more tables that are nested, the longer it will 
take for the Web browser to render the Web page.  In Internet Explorer, this re-
sults in images and text bouncing around on the screen until they figure out where 
to place them.  And Netscape has problems where the page won’t display at all.   
 

There’s not much to say about CSS layouts.  It is easier once you get the 
hang of it, and pages load faster; if only because there is less code. 

 
8) The most common table created layout has a navigation bar on the left 
side of the page and the main content on the right.  When using tables, this 
(generally) requires that the first content that displays in the X/HTML is the left-
hand navigation bar.  Related to SEO, search engines categorize pages based upon 
the content, and many engines determine that content displayed at the top of the 
page is more important than other content.  So, a page with left-hand navigation 
first, will appear to have content that is less important than the navigation. 
 
9) Tables also aren’t as accessible, which is a concern for your impaired visi-
tors to your sites.  Just like search engines, most screen readers read Web pages 
in the order that they are displayed in the X/HTML.  If a screen reader were to 
read the same page described above, it is possible that the visitor or potential cus-
tomer/client would hit the back button before the reader had even read through all 
the navigation. 
 

With CSS, you can define a section as belonging on the left side of the 
page, but place it last in the X/HTML.  Then screen readers and search 
engines alike will read the important parts (the content) first and 
the less important parts (navigation) last. 

 
10) If you’ve ever tried to print a table-based web page, you know that tables 
don’t always print well.  Sometimes you end up with pages that look okay, but the 
whole right side is missing.  Other pages will print sections on various sheets. 
 

With CSS you can actually create a separate style sheet just for 
printing. 

 
As this article comes to a close, I just want to say that although it seemed daunt-
ing at first, since learning CSS I haven’t looked back.  I do not use tables for de-
sign – unless it’s for tabular data, which is (and was) the intended use for tables.  
I also use external style sheets (CSS), with occasional inline CSS.   

Web Design Tips n Tricks 2 continued... 
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The AOVE is dedicated to providing virtual entrepreneurs with the 
most up to date educational courses and resources available. 
 
There are no membership fees and no hidden fees.  There is a 
registration fee of $34.97. This fee includes your student handbook, 
AOVE Entrance Exam, and your AOVE Certification Check List. The 
registration fee is a one time only fee. You can come back at anytime, 
2 years, 3 years and never have to pay the registration fee again. 
 
The AOVE offers affordable live training, video training and one-on-
one training in a friendly environment.  This allows our students to 
learn  at their own pace, on live tele-seminars, 
one-on-one training, video training or in 
groups.  

The Academy of  
Virtual Entrepreneurs 

Web Design Tips n Tricks 2 continued... 
This totally simplifies maintaining sites – a quick change in your CSS file, and 
you’re good to go! 
 
Jules is the owner of SunRise Virtual Solutions (www.sunrisevirtualsolutions.com) 
and offers a convenient “one-stop-shop” for Web Design, Accounting/Bookkeeping, 
Office Administrative, and Transcription services.  Jules brings over 20 years of ex-
perience and education to the table to ensure you receive the quality and profes-
sional services you deserve.  She is also Web Design instructor at www.aove.org.   

http://www.sunrisevirtualsolutions.com�
http://www.aove.org�
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The Virtual Assistant Directory 

Action Jackson Virtual Assistant /Andrea Jackson 
Las Cruces, NM 88001 
Phone: 575-636-2379 Fax: 435-518-0747  
Website: www.actionjacksonva.com 
Email: andrea@actionjacksonva.com  

e-Business Online Support/Janet Falkenberg 
Email: janet@eBusinessOnlineSupport.com 
Website: www.eBusnessOnlineSupport.com 
Phone: (317) 440-0255 

A-South Design/Andrea South 
Phone: 575-636-2379 
Website: http://asouthdesign.com/index.html 
Email: andrea@asouthdesign.com 

Apex Virtual Assistance/Trena Stubbs 
McDonough, GA 30253 
Phone: 866-926-7362| Fax 770-406-2319 
Email: support@apexassisting.com 
Website: www.apexassisting.com  

Aspire Virtual Assistants/Leilani Waipa 
Corvallis OR 97333 
Phone: 541-230-1009  
Website: www.aspirevirtualassistants.com  

Buckeye V.A  /  Stephanie Fish  
New Philadelphia, Ohio  | Phone: 330-204-6570  
Email: buckeyeva@gmail.com 
Website: www.buckeyeva.com  

Business Support Group / Darlene 'Dee' Bishop  
Knoxville, TN  37922 
Phone: 865-694-5032 
Email: dee@clovermail.net 
Website: http://bizsupportgroup.com 

CM Office Support / Claire Zimmerman 
Chepachet, RI | Phone: 401-710-7385 
Email: claire@cmofficesupport.com 
Website: http://www.cmofficesupport.com 

Carolina Bookkeeping & Business Services  /  
Melissa Wittschen  | Moncks Corner, SC 
Phone: (843) 297-6034 | Fax: (843) 761-4488 
Email: melissa@mycarolinabookkeeping.com 
Website: www.mycarolinabookkeeping.com 

AAA Virtual Solutions / Stephanie Castillon 
Port Angeles, WA | Phone: 360-928-9930 
Email: Stephanie@AAAVirtualSolutions.com 
Website: http://www.AAAVirtualSolutions.com 

Be Social Worldwide  / Dawn Pigoni  
Gilberts, IL  
Phone: 815-893-7400  
Website: http://besocialworldwide.com  
Email: dawntrenee@BeSocialWorldwide.com  

Bee Virtual / Gina Lloyd 
Shoreview, MN | Phone: 651.245.4767 
Email: bee-virtual@comcast.net 
Website: www.bee-virtual.vpweb.com 

DJ's Virtual Management / Jeannette LeHoullier 
Temecula, CA  92591 
Phone: 800-488-0945 | Fax: 800-488-0945  
Email: jeannette@djsvirtualmanagement.com 
Website: www.djsvirtualmanagement.com 

CMB Virtual Assistants / Pamela King 
Memphis, TN | Phone: 901-834-2751 
Email: pamela@cmbvirtualassistants.com 
Website: www.cmbvirtualassistants.com 

Balancing Act Business Solutions | April Sullivan 
Huntington Beach, CA 
Phone 714-251-6495 | Fax 800-891-6510 
Email: ocbalancingact@gmail.com 
Website: www.MyBalancedAct.com 

Accounting Services Bureau, Inc. |  Sara Laidlaw 
Savannah, GA 31410 
Phone: 912-898-1707 | Fax: 912-898-0302  
Email: Sara@asbinc.net  |  Website: www.asbinc.net 

eAssistant-Worldwide | Wendy LugoSantiago 
PSC 2 BOX 6124, APO AE 09012 
Email: wendy@eassistantww.com 
Website: www.eassistantww.com 

Deadline Met Virtual Assistant Services | Marie 
Fitzgibbons | Irvine, CA 
Phone: (888) 508-1580 | Fax: (888) 569-0639 
Email: marie@deadlinemet.com 
Website: www.deadlinemet.com 
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Henry's Virtual Assistant Services/Melissa D. Henry  
PO Box 1508, Opelousas LA  70571-1508  
Phone:  (337) 942-8175 | Fax:  (800) 256-0523 
Email:  admin@HenrysVASvcs.com 
Website:  http://HenrysVASvcs.com 

The Virtual Assistant Directory 

Offsite Office Professionals, LLC 
Petersburg, WV 26847 
Email: virginia@offsiteofficepro.com 
Fax: 505-212-2924|Website: www.offsiteofficepro.com 

MKO Virtual Business Services / Marcy ONeill 
Frisco, Texas  
Phone: 214-934-5999 | Fax: 214-934-5999  
Email: marcyo@tx.rr.com |Website: www.mkovbs.com 

Ideal Administrative Solution, LLC /Kimberly K 
Watt-Daniels | Milwaukee WI   
Phone: 414-915-0327 | Fax 41-265-3067  
Email: idealadminsolution@gmail.com 
Website: www.idealadminsolution.org  
 

MARYLAND SECRETARIAL SERVICES, INC. 
Cindy Freland | Bowie, MD  
Phone: (301) 352-7927 | Fax: (301) 352-8636  
Website: www.webmss.com  
Email: webmss33@aol.com  

Karen Beres Bookkeeping / Karen Beres 
Phone: 262-844-1273 
Email: karen@karenberes.com  
Website: www.KarenBeres.com 

King Business Management / Prins Cowin 
Bothell, WA 98041-0309 
Phone: 206-851-7011 | Fax: 425-949-4657 
Email: prinscowin@KingBusinessManagement.com 
Website: www.KingBusinessManagement.com 

H & L Bookkeeping & VA Services  / Helen Hahn 
Canada |  Phone: 780-753-3074 
Email: hlva@netkaster.ca 
Website: http://vanetworking.com/va/hlvabookkeeping/ 

My Point Assist / Marian Carter 
Lafayette, La  | Phone: 337-456-8138  
Email: marian@mypointassistva.com 
Website: www.mypointassistva.com  

PA/SS / Karen James 
England | Phone:(00 44) 0795 267 1189 
Email: Karen@pa-secretarialservices.co.uk 
Website: http://www.pa-secretarialservices.co.uk  

Olinda Services / Lisa Olinda  
Middletown, DE  19709 
Phone: 302- 464-0510  | Fax: 206- 333-0783  
Email: lisa@olindaservices.com 
Website: http://www.olindaservices.com 

Essential Office Solutions/Cindy Bruce 
Phone: 815-433-6059 | Fax: 928-437-8157 |  
Email: cbruce@eoseasy.com   
Website: www.eoseasy.com 

Emerald Virtual Solutions/Kathya Kalinine 
Mill Creek, WA 98082 | Phone: 206-683-2100| 
Fax: 206-337-2586 
Email: kathya@emeraldvirtual.com 
Website: www.emeraldvirtual.com  

GRIP Bookkeeping Services / Angelica Pacheco  
Roswell, NM 88202 | Phone: 575-636-3128 |  
Fax: 1-888-325-0392 |Email: jelly-25@hotmail.com 
Website: www.mygripbookkeepingservices.com  

Essential Excellence / Cortni Marrazzo 
Spokane, WA |  Phone: 509-927-3757 
Email: Cortni@essentialexcellence.com 
Website: www.essentialexcellence.com 

Excel Virtual Services | Ivette Matos 
Beacon, NY 12508  
Office: 845-418-2452 | Toll Free & Fax: 888-310-8360 
Email: info@excelvirtualservices.com 
Website:www.excelvirtualservices.com 

MG Virtual Office Solutions | Margie Gibson 
Salem, OR 
Phone:  503-999-4242 | Fax:  877-242-1564 
Email:  mg.virtualos@gmail.com 
Website:  www.mgvirtualofficesolutions.org 

ON THE PAGE | D. Michele Diggs 
Lanham, MD  20706 | Phone:  301.358.2258 
Email:  DMichele@onthepageservices.com 
Website:  www.onthepageservices.com 

Gifted Assistant Management Services |  Natasha 
Rubin  |  Freehold, NJ 07728 
Phone: 888-706-3533 | Fax: 866-507-0228 
Email: nrubin@thegiftedassistant.net 
Website: www.thegiftedassistant.net 
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Sage Virtual Assistance/Shelley Halpain 
4516 Crestridge Road 
Fair Oaks, CA 95628 | Phone: 916-425-8088 
Website: www.sageva.com 
Email: shelley@sageva.com  

Shore Office Services/Jo-Carol Carpenter 
Post Office Box 3326  
Toms River , New Jersey 08757-3758  
Phone: (732) 820-1391 Office (800) 403 2334  
Website: www.shoreofficeservices.com 
Email: info@shoreofficeservices.com   

SM Office Solutions/Winston Stewart 
Phone: 513-442-0614 | Fax: 513-442-0614 
Email: info@smofficesolutions.com 
Website: http://hstrial-wstewart6.com/index.html 

Target Stars/LaTosha Johnson 
Website: http://www.targetstars.com/ 
Phone: 877.427.2261  | Fax: 740.422.2261  
Email: targetstarsinfo@targetstars.com  

The Office Virtuoso/Kathleen Vargas 
PO Box 471, Midlothian, IL 60445 
Phone: (708) 385-2920 | Fax: (708) 385-2920 
Email: kvargas@theofficevirtuoso.com 
Website: www.theofficevirtuoso.com  

The Virtual Office Goddess LLC / Lily E. Chambers 
Phone: 303-437-3712 | Boulder, Colorado  
Website: www.virtualofficegoddess.com 
Email: Lily@virtualofficegoddess.com 

Second Self Virtual Assistance / Pamela Cendejas 
Lake Havasu City, AZ 86406 
Phone: 866-921-5364 | Fax: 928-505-6373  
Website: www.ThinkSecondSelf.com 
Email: info@thinksecondself.com 

Rebecca Quinn Business Solutions 
Studio City CA 91604 
Phone: 888-422-6111 | Fax: 888-422-6111 
Email: info@rebeccaquinn.com 
Website: http://rebeccaquinn.com 

The Virtual Assistant Directory 

Tangled Webb Solutions LLC / Jennifer Hansen 
Cinnaminson, NJ 08077 
Phone: 215-240-6025 | Fax: 215-689-2491 
Email: jenniferh@tangled-webb.com 
Website: http://www.tangled-webb.com 

Prestige Virtual Services / Tina Floyd 
Charlotte, NC | Phone: 336-986-1058 
Email: tgf@prestigevirtualservices.com 
Website: www.prestigevirtualservices.com 

Personnel Matters LLC / Debbie Elsner 
Lafayette, IN   
Email:debbie@debbieelsner.com 
Website: www.debbieelsner.com 

Sun Rise Virtual Solutions /Jules Burnell  
Iowa, USA | Phone 712-560-4083  
Email: jules@sunrisevirtualsolutions.com  
Website: www.sunrisevirtualsolutions.com 

Vintage VA Services / Devon Zimny 
Lincoln, Ca | Phone: 916-337-6116 
Email: devon@vintage-va.com 
Website: www.vintage-va.com 

SHARGO USA / Stacey Virgo 
Lake Mary, FL 32795 
Phone: 407-864-5800 |  Fax: 305-675-6186 
Email: shargo@shargo.us 
Website: www.shargo.us 

TKM Virtual Services / Kim Wesley 
Hanover, MD 21076-1140 
Phone: 443-618-6249 Email: kim@kimawesley.com 
Website: www.tkmvirtualservices.com 

Thompson Assistants / Jennifer Thompson 
De Kalb, Illinois | Phone: 815.761.9279 
Email: jennifer@thompsonassistants.com 
Website: www.thompsonassistants.com 

Stein Web Services / Cassandra Stein 
Limburg, Germany 
Phone: +49 (0) 6431 973536 
Email: cassandra@steinwebservices.com 
Website: http://steinwebservices 

STARR Paralegals, LLC | Pamela J. Starr 
Phone: 404-317-0129 | Fax: 678-668-7954  
Email: pjstarr@starrparalegals.com 
Website: www.starrparalegals.com 

TNR Business Services, LLC. | Tawana Randall 
McDnough, GA 30252 | Phone: 770-864-8342 
Email: trandall@tnrbusinessservices.com 
Website: www.tnrbusinessservices.com 
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To get listed in the  
VA Directory  Email:  

andrea@tvemagazine.com 

Your Virtual Office Pro / Brandy Mattix 
Elkhart, Indiana 
Phone: 574-849-2807 | Fax: 888-893-4902 
Email: Brandy@yourvirtualofficepro.com 
Website: www.yourvirtualofficepro.com 

The Virtual Assistant Directory 

Your Extra Pair of Hands / Patricia Eales  
Oakville, Ontario, Canada 
Phone: 905-465-9889 
Fax: 905-847-7832 
Email: patricia@extrapairofhands.ca 
Website: http://extrapairofhands.ca 

Virtual Business Partners, Inc./Vivi Gonzalez 
Fort Myers, Florida 
Phone: 1-888-800-1345 
Website: www.VirtualBusinessPartners.com 
Email: info@virtualbusinesspartners.com  

Virtual Employee Services/J. Alecci 
Milford, MI  48381 
Phone: 248-714-5594 | Fax:248-714-5141 
Email: virtualemployeeservices@comcast.net 
Website: www.virtualemployeeservices.com  

Vineyard Virtual Services / Michele Wilcox 
La Canada, CA  
Phone 818-635-3252 | Fax 818-790-0228  
Email: support@vineyardvirtualservices.com  
Website: http://www.vineyardvirtualservices.com 

Virtual Excellence/Jackie Finch 
P.O. Box 12354, Mill Creek, WA  98082 
Mobile 425-501-4226 | Fax 615-503-4226  
Email jackie@thevirtualexcellencepro.com 
Website www.thevirtualexcellencepro.com 

Virtual Personal Assistant/Erika Yocom 
14305 Central Avenue NW Albuquerque, NM 87121 
Phone: 303.522.3221 
Email: erika@vp-assistant.com 
Website: www.vp-assistant.com 

Virtual Assistance by Jen / Jennifer Gallaher 
Vancouver, WA  98666 | Phone: 360.450.2606 
Email: virtualassistancebyjen@gmail.com 
Website: www.virtualassistancebyjen.wordpress.com 

Virtual Assistant /Ellen K. Johansen 
Norway |  Mobile: +47  911  50 990 
Website: www.virtualassistant.no 
Email: ellen@virtualassistant.no 

Virtual Exec-Assist / Alice Wilson 
New Albany, IN  | Phone: 812-945-7423  
Email:  alice@virtualexec-assist.com  
Website:  http://www.virtualexec-assist.com  

Virtual Writing and Communications/Mary H. Ruth 
Snow Camp, NC | Phone: 336-376-6757  
Email: mary@writingVA.com 
Website: http://www.writingVA.com 

Virtual Legal Consultants | Lori Paul  
Rohnert Park, CA 94927 
Phone 800-905-4459 | Fax 800-234-1978 
Email: lori@virtuallegalconsultants.com 
Website: www.virtuallegalconsultants.com  

Virtually Exceptional Assistance | Andrea Bush  
Germantown, Maryland 
Phone: 240-688-7331 | Fax: 240-597-0899  
Email: andrea@virtuallyexceptional.com 
Website: www.virtuallyexceptional.com 

Valentine VA Services |  Stephanie Valentine 
Buffalo, New York | Phone: 716-474-9982 
Email: svale07@yahoo.com 
Website: www.virtualendeavors.com 

Uniquely40, LLC | Phyllis Jackson 
Brooklyn, NY 11238 | Toll Free: 1-800-648-1093 
Email: myofficeemail@uniquely40.com 
Website: www.uniquely40.com  
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To get listed in the VA & VE 
Directory Visit:  

http://www.tvemagazine.com/
advertising-rates.html 

The Virtual Entrepreneur Directory 

All Source Handbags and More 
Give into your passion for fashion! 
www.allsource.weebly.com 

Top Mailing Lists  
 
1000 Names, Addresses and Phone Numbers of Your Choice Target  
Market for $45.00 
 
www.topmailinglists.net 

All Source Webs 
Web Hosting, Domain Names & More!  
Business Package—$48.00 Per Year! Free Domain Name!! 
http://www.allsourcewebs.com 

Grip Bookkeeping Services 

Angelica Pacheco  
P.O. Box 3315 Roswell, NM 88202 
575-636-3128 
www.mygripbookkeepingservices.com 
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Banner printing services 
at PsPrint offer  
top-quality, large-format 
digital printing. With 
lightening-fast turnaround 
times, including a one-day 

service, we can get the product to the client in time for any 
event. We offer two premium vinyl banner materials, including 
high-grade 13-ounce white vinyl material with a matte finish and 
a top-quality 9-ounce white mesh vinyl material with a rugged 
finish. Our fade-resistant inks stay bright and colorful all year 
round with scratch resistant, high image quality and eco-friendly 
inks. Vinyl banners are available in any size from 1-foot by 
1-foot to 8-feet by 100-feet (0.5-foot increments) with traditional 
horizontal layout or attention-getting vertical layout. All PsPrint 
banners are fully hemmed. Plus, you can choose from one of 
three custom finish options.  Visit us today! 

Calendar of Events 

The ILVAC conference will be April 9 & 10, 2010.   
The conference will be held in Chicago at the Crowne Plaza, 
Rosemont, IL.  (http://www.crowneplazaohare.com/) 
 
The website to register is http://wahpforums.com/ and then click 
on the "Events Registration" tab. 

Registration Is Now Open!! 
Register Today!  

http://www.aove.org/
registration.html  

The Academy of  
Virtual Entrepreneurs 
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The pros, cons and differences between Adobe’s graphic programs 
by Andrea South (http://www.asouthdesign.com) 

 
There have been many debates over the functionality and design 

abilities between these two programs amongst Graphic and Web Designers. 
Which one is easier to use? Which one creates the better looking graphics?  

 
 In reality, both programs are pretty even when it comes to graphic 
quality. It really comes down to your knowledge of both programs and their 
functions.  
 
 Illustrator is a vector based program which means that it produces 
high quality, crisp graphics with any of its tools. (If you are having  
something printed, or imprinted like a T-Shirt or business card, many  
companies prefer Illustrator .ai files.) Photoshop on the other hand is a 
raster based program, so graphics are more likely to be a bit “fuzzy around 
the edges” when enlarged.  
 

When using the pen tool in Photoshop however, you have the option 
of either creating paths, or shape layers. The shape layers in Photoshop are 
able to simulate the quality of creating a graphic in Illustrator. 

 
One of the cons of Photoshop is the “undo” function. You can only 

undo so much until it prevents you from undoing anything at all. In  
Illustrator, you can undo everything you have done, no matter how much 
you have on your workspace. 

 
 Another difference between the two programs are the “hot keys”  
otherwise known as the shortcut keys. These combinations of letters on the 
keyboard allow you to switch tools or functions without having to go and 
look for them in the program. This helps make projects go by faster and 
with less hassle. There are a few more tools in Illustrator than there are in 
Photoshop, and though they all have their own hot key, it is easy to get 
confused and type in the wrong shortcut. 
 
 The interfaces of both programs are quite similar excluding the extra 
tools and different “work palettes”.  
 
 No matter your preference, be it Photoshop or Illustrator, you will  
always be guaranteed to produce quality graphics and web layouts with 
ease. 

Illustrator and Photoshop 
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