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Welcome to
The Virtual
Evolution!
As we look forward to celebrating the 4th of
July, we are also celebrating the independence
of being a virtual professional!  I hope, as
always, that the articles in this issue will help
you to achieve and maintain your goals in a
bright and star-spangled fashion!
Being a Virtual Entrepreneur demands
persistence, dedication, time, and patience.  
The Virtual Evolution cannot help you with any
of that!  But, we CAN help you by providing
information and resources to assist you in
reaching your goals.
Do not hesitate to contact me with any
questions or suggestions you may have for
future articles.  And, we are always happy to
review YOUR articles for possible publication.

Please note: highlighted author’s names are
hyperlinked to their website or email if you

Here’s to your success!

Sincerely,
Lily Chambers
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Cover
Story

Invest In Yourself: Create A
Professional Development Plan

By: Mattie Stokes
While professional development support
is provided by most large businesses, we
independent professionals often neglect this
important aspect of our business. We are
so busy “running” our businesses, we give
professional development a low priority.

But, consider this… as independent
professionals, We Are Our Business!   So,
when we invest in ourselves, we are
investing in our business! Learning can
enhance the value of your business, the
value of you as an individual, increase
your productivity and profits, and increase
customer satisfaction.
What Kind of Training Do You Need?
1. Make a list of your current skills
and knowledge (include self-taught
skills, life experiences and formal
credentials). Compare this with a list
of the key skills and knowledge you
feel you need to serve your customers
efficiently and profitably, now and in
the future.
2. Identify your weakest skills and
knowledge areas. Use these as the
basis for building your professional
development plan.
What Type of Training Should You
Choose?
Choose the type of training that
complements your learning style(s). Some
people learn better through seeing or
reading, some by listening, and others
through moving, doing, and touching, etc.  
Tailor your Plan accordingly.

Decide on a training plan
1. In your plan include:
a) Training goal(s)
b) Learning objective(s)
c) Learning method/activity
d) How you will measure and
document accomplishment of
goal(s) and objective(s).
2. Commit a realistic amount of time
weekly towards planning or engaging
in an educational activity. Create a
training calendar which outlines what
you will do and in what order.
3. Research and locate learning content
from credible sources.

Training Options
Research and locate learning opportunities
from sources which can include:
a) Your local Chamber of Commerce
(non-members can attend some
functions free or for a small fee)
b) Online professional associations
(most provide both free and for fee
seminars).
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c) Blogs, ezines and newsletters
offered by professionals. These can
provide a wealth of information.
d) Business magazines and news
websites relevant to your interests.

free video tutorials.
h) Listen to audiotapes.

e) Courses at local community colleges
or at online classroom settings.

i) Reputable coaches and business
consultants
j)
Are you ready to invest in yourself? Do you
have a professional development plan? z

f) Free tutorials and webinars by the
vendors of equipment and software
you acquire or are using on a trial
basis.

Note: The information provided is for
informational purposes only. I am not
engaged in rendering legal, accounting or
other professional advice.

g) Use Google and You Tube to find

©Mattie Stokes, all rights reserved
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Name Change Contest Winner(s)
By: Lily E. Chambers
Thank you to everyone who participated in
the name change contest.  As you can see,
TVE Magazine has a new name!  We had
nearly 100 entries with some really great
suggestions, but this name really struck a
chord with me.  After all, as entrepreneurs
we have chosen to ‘evolve’ from working “in
the cave” (aka cube land) to being able to
choose our own schedule, in our own choice
of locations, for our choice of ‘working partners’, doing what we love, rather than what
we are told to do, when to do it, and where
to do it! Sounds like evolution to me! We
may not be changing the rest of the world
for the better, but we ARE changing ours!

And the winners are...
Pauline Cox of ‘Virtually The Same’
and
Sonya Madison from Appleton, WI.

The contest prizes are a half-page ad in the
next three issues of TVE Magazine and a
2-tab Facebook Fan page setup from
Fantabulous Fan Pages.
Sonya is still in the ‘planning process’ of
becoming a VA and has not yet even picked
out her business name (she say’s she’s
chosen and discarded several so far! Sound
familiar? *smile*) In lieu of the free TVE ad
space (since she doesn’t have a website yet)
Sonya received the “Bookkeeping for VAs
and Entrepreneurs” class I teach through the
Academy of Virtual Education
(www.aove.org/bookkeeping.html). She
says this will get her off to a great start as
a VA since she wants to make sure she runs
her business properly from the beginning.
Congratulations again, Pauline and Sonya! z
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Independence
By: Kathleen Vargas

Now, keep in mind that independence does
not necessarily mean independently wealthy!
So, I must always be conscious of the
delicate balance between being independent
and being a responsible business owner.
Even the most independent people must
always answer to themselves!

It’s only fitting at this time of year that we
discuss independence. The word itself has
many different definitions.  But for me, as a
small business owner, independence means
making my own decisions and accepting the
outcomes (good or bad).
While the popular definition of independence
implies absolutely no responsibility to any
authority, as a small business owner, it
simply means independence from…
•

unreasonable bosses and unrealistic
demands

•

mandatory overtime and having to work
the second shift

•

ungrateful customers and unmotivated
coworkers

Going into business for yourself is a gigantic
commitment; you must be prepared for
the increased amount of responsibility that
accompanies your independence, but it is
definitely worth it to be in control of your life
and career. z
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. Articles
are free to reprint as long as the author’s bio
remains intact.

When I decided to start my own business,
I put much thought into the choice. Then
I made the decision in favor of gaining my
independence. I made my choice knowing I
would have to take on all the responsibility,
risk, and stress that accompanies owning
a business. But in return I knew I
would reap the most important benefit:  
INDEPENDENCE. Now I decide what type of
work I will accept, who I want to work with,
and how many hours I will devote to my
work and to growing my business.
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The Game of Ethics
By: Butterfli O’Shea
Working remotely or online, such as virtual
assistants (VAs), our work is done in the
seemingly anonymous online environment.
Our clients do not come into a public office
and see for themselves how we dress,
keep our desks or treat others. This makes
how we behave with our clients more of
an opportunity to leave a lasting great
impression. This also is an opportunity to
leave a lasting great impression with our
associates and colleagues.

In example, a prospective client contacts you
searching for someone to do a job for him.
As the client describes the services needed,
you find that you cannot do the entire job.
Part of the tasks involved are perhaps not
in your range of services or you are lucky
enough to be too busy to take on another
project. You realize you need to help find
someone for the client to work with. You find
someone in the directory who advertises
such services and voice her. She agrees
to take on the client with the agreement
that she will do only the part of the job you
cannot, and you will finish up the remainder
of services, thereby retaining the client. The
client also agrees and is happy that you took
the time to find another VA he can work with
and is excited a team has been put together
to accomplish her or his goals.
A reasonable amount of time passes and you
have not heard from your client or the other
VA, so you contact each of them to check on
their progress and to see if they are ready
for you to work on your part of the project.
After speaking with them, you find that the
other professional has talked your client into

working with her only. She has taken your
job and your client. What happened?
Unfortunately, I have heard this scenario
many times in my professional life. The client
was happy with you per your helpfulness,
and maybe they realize what happened, and
maybe they do not. But, what about the
other professional who seemed happy to get
the work but did not do her part in keeping
her agreement with you?
Because we VAs often work alone, we do
not have other professionals around us
reminding us of any reference or context for
ethical conduct. And, because we work in a
seemingly anonymous situation, sometimes
a person may think no one is watching.
Self-monitoring is the most important part
in keeping higher ethical standards in check.
That is, we must contemplate situations we
are in before we can make a good decision.
There are three primary questions one can
ask oneself to help develop and maintain
personal business principles and ethical
standards.
1. Is it legal? If the decision does not comply
with local or federal laws or company policy,
it is not legal and therefore it is not a good
decision. In the above scenario, no laws
were broken, but if the other professional
had a high ethical standard, she would have
safeguarded the interests of her colleague
and client and made sure the client got back
to their primary VA.
2. Is it fair to everyone involved? This is
the ethic of reciprocity, considered the most
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The Game of Ethics
Continued...

essential basis for the modern concept of
human rights, which is when a person treats
all people with consideration. In the above
scenario, the other professional certainly
appreciated the benefits of receiving a new
client but did not reciprocate by returning
the client to the primary VA.
3. How will it make me feel about myself?
In addition, if the most important person in
your life stood over your shoulder and saw
your decision, would you be comfortable and
proud of your decisions? The primary VA
above should be proud that she was diligent
in helping a client. The second professional
felt she had to cheat to win and may have
gotten the money but did not win the game

of principles.
Both VAs made a lasting impression, the first
VA through diligence, the second VA through
deception. But it is ethical fortitude that
leaves the greatest impression. z
Butterfli O’Shea, owner of Virtual USA Office,
is a virtual business support professional
providing administrative and accounting
support services for over 12 years. Virtual
USA Office is committed to building business
relationships with companies and individuals
that promote ethical and effective business
practices. Visit http://www.VirtualUSAOffice.
com or contact her at Butterfli@
VirtualUSAOffice.com.
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Tech Times
By: Mattie Stokes
Below are a few free tech tools you may
want to check out. Don't let the word “Free”
scare you off. Many free tech tools are just
as good and in some cases better than some
commercial ware. Note: item titles are live
links to download sites.

Office 2010 Web Apps on SkyDrive
http://office.live.com/?docsf=1

Consumers can now access free online
versions of Microsoft Word, Excel, OneNote
and PowerPoint via Windows Live Office
SkyDrive (you need to logon to Windows
Live to access these features).  Once you
sign into SkyDrive, you are allowed up to
25 GB of storage space to create, edit and
share your Office Web App files.  However,
the downside is that your Office Web Apps
are stripped versions and SkyDrive limits
your files to 50 MB each.  Supported web
browsers include Internet Explorer 7 and
later, Mozilla Firefox 3.5 and later and
Safari 4.
Scribus

http://download.cnet.com/Scribus/3000-2191_410655204.html

Need a good desktop publishing software
but don't want to purchase one just yet?
One alternative to consider is Scribus,
an opensource software which offers
professional-strength layouts. It supports
professional publishing features, such as
CMYK color, separations, Spot Colors, ICC
color management, a versatile PDF creation,
and more.  An Extras menu lets you manage
images, hyphenate and dehyphenate text
under certain conditions, generate a table of
contents and create a barcode.  Originally
developed for the Linux platform, it now
supports Linux/UNIX, Mac OS X, OS/2 and
Windows desktops.

Inkscape

http://www.snapfiles.com/reviews/Inkscape/inkscape.
html

Inkscape is an Open Source vector graphics
editor, with capabilities similar to Illustrator,
CorelDraw, or Xara X which is compliant with
the XML, CSS and SVG standards.  Inkscape
supports many advanced SVG features
(markers, clones, alpha blending, etc.).  It
has easy to edit nodes, performs complex
path operations, trace bitmaps, has multilingual support and much more. Apparently,
it supports Mac OS X, Unix-like operating
systems and Microsoft Windows.
Photofiltre

http://www.snapfiles.com/reviews/PhotoFiltre/photofiltre.
html

PhotoFiltre is a basic, capable image editor
that makes a great lightweight alternative
to Photoshop. The interface is clean and
well designed, menu items are at the top
of the window in two rows, color and tool
palettes are in a narrow right-hand sidebar.
It offers the standard editing features, image
effects, photo masks, image adjustments,
batch processing and more. However, some
of the drawbacks is that it does not support
layers or Photoshop filters.  This might be a
problem for advanced users but no big deal
for beginners.
Enjoy! z
Note: The information provided is for
informational purposes only. I am not
engaged in rendering legal, accounting or
other professional advice.
©Mattie Stokes, all rights reserved
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VP Spotlight - Janine Gregor
By: Serita Diana

the Wealthy Freelancer, the SCORE business
website, and Get Clients Now by CJ Hayden.  
They are all fantastic resources for those just
starting out.

Janine Gregor is the owner and creative
genius behind Your Virtual Wizard.  She
has been a VA since April 2006 when she
found an article on CNN Money about virtual
assistance and became intrigued. Janine’s
background has always been in marketing,
customer service, sales management,
and project management, and she also
has an undergraduate degree in retailing
and marketing and her master’s degree.
Although she knew no one who was a VA
at the time, Janine decided that this was
the best alternative to driving more than
an hour each way to work. As a busy wife
and mother, and recently transported from
New Jersey to Florida at the time, she was
enthusiastic in digging into the VA world.

Because her new home in Florida was
already equipped with a home office, she has
always had dedicated office space.  Janine
was able to invest a few hundred dollars in
software and a printer and have her business
fully operational in just 4 months. For new
VAs she recommends starting out with a
good computer that has plenty of storage.
She also recommends that you have the
Office Suite because she uses it so much in
her business. For reading she recommends

A typical day for Janine starts at 6:45 am
with a cup of coffee, which her husband,
Mark, makes before leaving for work.  Her
son, Blake, and the pets are still sleeping,
so by keeping quiet she is able to enjoy her
morning newspaper and coffee; this is her
time to collect her thoughts for the day.
After Janine is done with her morning wake
up, she does a few minor chores, a load of
laundry, and cleans one large item so that
she is then able to get Blake off to school
and be open for business at 9:00am. After
Janine is at her desk she checks her email
and works on social networking sites, and
then reviews and delves into her client work
for the day. By the day’s end she has picked
up her son, cooked dinner, and helping Blake
with homework. When this is done she
enjoys a swim after dinner for approximately
an hour and plays with their pet labradoodle.
Janine dedicates time for her family and
then spends time on her laptop to improve
her blog, update software, read her Google
alerts, and make a list of tasks for the next
day.
Janine states her biggest challenge is getting
her new clients on track at times. She has
a 2 hour minimum per week, and if the
client does not let her know in advance what
tasks they need, done her schedule can
occasionally become a bit sticky. Janine feels
it will all work out as it usually does, but it is
a process taking on a new client. Whenever
she feels overwhelmed, she makes a list and
prioritizes to keep her on track and help her
accomplish her list.
Janine’s ultimate goal is to establish a multiVA team that helps struggling businesses
improve their internet presence. She feels
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sure her abilities to attract clients will help
her to achieve her goals.  In the short term,
Janine would like to improve her own skills
and challenges herself to learn graphic
design and search engine optimization.  To
reach these goals, Janine regularly updates
her business plan to reflect necessary
changes to her marketing plan and skills.
Janine’s largest client base at any given time
has been 4 clients, but they don’t hold back
on the praise.  One client was “blown away”
and another said, “Thank God for you!”
She always asks her clients for testimonials
because it is important to her business.
Janine also sends surveys out with her
quarterly newsletter and offers incentives to
thank them for completing the survey.
Janine’s worst experience as a VA was when
a client became uncommunicative, paid
her, and then simply disappeared.  Her best
experience was a real estate client that set
the standard for all future clients. Before
the market took a steep nose dive the agent
sent Janine books to help with the projects
being completed, communicated very well,
and even gave her an unexpected Christmas
gift one year. She states that her toughest
project was an Excel project which required
her to type hundreds of contacts into the
database. She took the project knowing it
would be difficult to stay on task with such
a mundane task, but was able to use her
familiarity to springboard into other projects
of greater interest to her.
Although Janine does not participate in face
to face networking, she effectively uses
online venues to network virtually. She is
a resident member of VAF and coordinates

the monthly blog challenge there, is active
in Facebook, twitter, LinkedIn, and sends
out a quarterly newsletter. By effectively
networking and marketing online Janine is
growing a healthy business.
Despite the degrees Janine already has, she
states she would still like to return to school
for graphic design and to learn Photoshop.
For new and aspiring VAs she recommends
taking SCORE courses for opening a
business, but states that nothing is more
invaluable than experience.
Janine’s primary targets are coaches,
speakers, authors, registered dieticians, and
real estate professionals. Although most of
her work is geared to internet marketing and
making a great online presence, she will still
do listing coordination, property descriptions,
article posting, and blogging to real estate
sites as well as website maintenance.
Janine feels her unique client position is that
she is an “idea person” and is challenged
by problems and spends considerable time
trying to decide an answer to her client’s
dilemma, even when that time is not
billable. She is always challenged to “think
around the problem” and because of this is
constantly adding to her skills.
Her motivation is to put her “name on the
day” and to end it by having accomplished
“something special.” After the real estate
market went sour, Janine saw the bottom
drop out of her business after just a few
months and determined to not let it happen
again. She now has a plan and has pulled
herself and her business back up and
continues to be more successful every day. z

THE VIRTUAL EVOLUTION© PAGE 12

Updating Your Social Media
By: Rebecca Thompson
As a business owner, it is important to be
involved in social media.  One way that you
interact with others on social media is by
updating your status. When you write what
you are doing, thinking or even a question
on LinkedIn, Facebook and/or Twitter, you
are doing what is called “updating your
status.” There are other ways to do status
updates as well, such as adding a link or a
video.  When you update your status, it will
most likely fall into one of the three following
categories.

First, you can try to initiate interactions from
your fans by asking questions, creating polls,
surveys, etc. on their status.  Secondly, you
can “Repost” or “Retweet” a status from an
expert (also called Thought Leaders) in your
field.  A third option is to run promotions,
specials and contests (usually this is used
to gain more fans or likes, connections and
followers).
Often forum members as well as clients will
ask “How often should I update my status?”
I usually tell them between 3-5 times a day.
I know that everyone is different and that
for those that are on various social networks
ALL the time (they are at the computer all
day, they have it on the IPhone, IPod Touch,

Droid, Android, etc.) will most likely not have
a problem achieving this goal, but if this
sounds unrealistic to you, then my advice is
that you need to be updating your status at
least once a day!
If you choose to include a link in your
update, instead of including the whole link
(http://www.........com/054654/adfaldj) it is
suggested to use a shortener (http://www.
ow.ly/flkfe).  It is the best way to track your
links, so you can see if people are clicking
on them to see what you are writing about.
The most popular link shorteners are the
bit.ly and the ow.ly. There are others but
they are the two most common. If you use
an aggregator, they usually have their own
(Hootsuite uses the “ow.ly”, Facebook uses
“bit.ly” and now Twitter is rolling out its own
shortener “t.co”). z
Rebecca Thompson is the Owner of CLR
Virtual Connection. She works with Coaches
on their Social Media, is a Certified Social
Media Specialist and a Master Certified
Microsoft Office Specialist. Rebecca is also
one of the few Certified Traffic Geyser
Virtual Assistants. She has strong skills in
social media, web 2.0, data entry, internet
research (market and competitor), customer
services and contact management.
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Benefits of Outsourcing To A VA - An
Unparalleled Guide
By: Doug Watts

It is no big secret that
the economy today is
wreaking havoc on
small businesses and
large companies alike.
No one can escape the
devastating effects it
has left on the modern
landscape of the
business world.  With no end in sight, most
small businesses are left with no choice but
to make cuts where ever possible or face
going out of business.
In order to save the tattered remains of
what’s left of a once thriving business, some
savvy small business owners and company
decision makers have made a decision to
outsource some or most administrative,
business operation, and other assignments
once done in–house by an administrative
assistant. The decision to outsource these
assignments could not have been a better
one when all the advantages and benefits are
taken into account. Let’s take a closer look
at some of the most advantageous benefits
of outsourcing a myriad of job assignments
or tasks to a virtual assistant.
• Costs and Overhead: The one most
referred to by virtual assistants is savings on
costs and overhead. Some of the ongoing
expenses of operating a business that can
be lowered are wages, accounting fees,
advertising, supplies, utilities, and telephone
bills. A virtual assistant works from their
own office and pays for their own overhead
costs - thereby eliminating these costs for
the client.  An executive secretary with 20
years of experience makes an average of
$50,283.00 dollars a year, according to
payscale.com. If you add the 30% client
cost for all the additional taxes, insurance

and other costs the client has to match,
that comes to $65,357.00 dollars per year.  
Retaining a virtual assistant for 30 hours
a month at a cost of $2,280.00 dollars
amounts to $27,360.00 or a yearly savings
of $38,007.00 dollars.  That is almost a 60%
savings right off the top.
• Increase in Profits : By cutting costs and
overhead by as much as 60% that means
the clients company could see an increase
in profits well over 60% because the above
estimate was for wages only. Then you
can add the savings on supplies, utilities,
telephone bill and the extras a client pays to
employ in – house assistants.
• Increase Productivity: Improving business
productivity can be essential to sustaining
a profitable business.  A virtual assistant is
an independent contracting entrepreneur
that is engaged in operating his or her own
business. By retaining a virtual assistant
and delegating them assignments, the
client is increasing company productivity by
getting the required assignments done and
only paying for the exact amount of time it
involved to complete the assignment and not
a minute more.
• Increased Level of Quality: When a client
retains a virtual assistant, the level of work
quality rises because professional virtual
assistant entrepreneurs are working for
themselves and are bound by higher work
quality and work ethics than an average
employee. The quality of the work they
perform reflects directly on their business.  If
a VA wants to stay in business they must do
exceptional work.  
• Increased Business Value: In management,
business value is an informal term that
includes all forms of value that determine the
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Benefits of Outsourcing To A VA...
Continued...

health and well-being of the firm in the longrun. A VA adds value to a company by doing
exceptional work and increasing the level of
quality and savings to the company overall.
• Access to Expert Skills and Specialty
Services: With the traditional in-house
assistant companies were limited by the
skill sets of particular individuals; you either
had to hire different workers for different
jobs or train existing employees, all at
added expense to the company.  Today's
professional VA's expand their skill sets at
their own expense, becoming valuable in
many areas of business operations. Multi
VA firms have experts in all major areas and
are becoming a one stop shop for the many
faceted needs of today's business owners
and decision makers.
• Freeing Up Owners Time: Once a business
owner makes the decision to retain a VA
and delegate all the job assignments that
currently bog down not only them but their
company business, the business owners
report as much as a 50% increase in time
available to concentrate on more vital
aspects of the business and more free time
to enjoy other activities.
• Faster Work Proficiency and Delivery
to Customers: Professional VA's can do
many assignments faster because they are
not distracted by office politics, drama,
unnecessary interruptions, and once again,
their work and the speed at which they do
it directly affects their own business. Being
able to accomplish assignments faster means
the client can deliver products and services
to their customers much faster, bringing us
to our next benefit.

• Improved Customer Satisfaction: As we see
in the benefit above, better work proficiency
means the client can deliver products and
services to their customers faster.  Expert
skills means better quality work and faster
work proficiency means quicker delivery
to the customer. Faster delivery to the
customer and better quality translates into
one thing, improved customer satisfaction.
• Gaining a Competitive Edge: With all of
the advantages and benefits described in
this article it should be easy to recognize
how a company or business could gain a
competitive edge just by making a decision
and implementing a plan to retain a Virtual
Assistant.  The cost savings, the increase in
profits, productivity, level of quality, business
value and performance, access to expert
skills and specialty services, owner’s free
time, faster work proficiency and delivery to
customers, improved customer satisfaction.
All of these benefits result from just one
decision. To stop believing the way a
company is doing business is the way it has
to be, and implement a plan to come into
the 21st century; taking full advantage of
the advances in modern technology and
the benefits of retaining a professional
virtual assistant. It's the right move for any
business. z
About the author: Doug Watts is owner of
SpecialtyAssistants.com a virtual assistant
sub contracting company. Doug is a
business management and business support
specialist. Extensive experience in providing
clear and specific solutions for small
business owners and professionals. www.
specialtyassistants.com 1-888-625-2529
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Click here to visit
Virtual Assistantville
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Real Estate: Setting Yourself Above The
Competition
By: Serita Diana
In the real estate industry the question is
always with the agent and broker of how to
set your real estate business a step in front
of the competition. You want your real estate
business, and yourself, to be the one that
your town thinks of first. Partnering with a
real estate virtual assistant can do that for
you.

By partnering with a real estate virtual
assistant you are giving yourself permission
to take your business to the next level. What
this means to your clients is that you value
their business enough to make sure they
always get responses and are always being
taken care of. At some point I am sure your
clients have asked you how you can market
and sell all 15 of your listings. If you are a
one man or one woman show this is going to
concern them. If you can respond that you
have a professional assistant managing their
transaction it will show them how serious
you are when it comes to selling their home.

most sellers have? If you had someone
handling the closing coordination for you,
you can be out generating more business
while all the inspections have been scheduled
and verified with all parties. No more waiting
by the phone for that inspector to get back
to you or hounding the cooperating agent
that suddenly becomes uncooperative about
handing over the necessary documents for
the closing.
As you can see, if you are serious about
driving your business to the next level there
are many ways in which a real estate virtual
assistant can assist you. Isn’t it time you
stopped juggling and give yourself and your
business the assistance you deserve? z
Serita Diana teaches a series of REVA class
es, which can help you become a successful
REVA VA. For more information or questions
about the REVA class, log on to www.aove.
org/reva-101.html or you can email Serita at
serita@aove.com.

When you reach a certain level of production
it is only good business to find the right
person to assist you with getting your listings
sold. After all, listings don’t have a shelf
life. You know how it goes in real estate.
After a listing has been on the market for
60 days or more, people start to wonder
why it isn’t selling. It could be any number
of reasons that have nothing at all to do
with the property, however, I am sure you
want to give your listing the best chance of
selling. And after you have the listing under
contract the seller will always have numerous
questions.
To answer those questions takes time. In the
real estate business time truly is money. How
great would it be if you had an assistant to
prepare a closing folder for your sellers that
answered the frequently asked questions
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Great Tip - Being A Mind Reader
By: Pat Flynn
If you’ve got a minute, I’ve got another
great tip I’d like to share with you. It has to
do with “mind-reading”.

forum:niche
So for example, for the fly fishing niche,
you’d type in:

Here’s what I mean:
When writing content online, whether it’s for
your blog, article websites, or whatever, the
best thing you can do is talk about a subject
that people are just dying to know about.
Wouldn’t it be cool if you knew exactly what
people were complaining about, or needed
help on, so you could be the one to give
them the answers?
Of course!
Now, you’re probably thinking that I’m going
to say something like, “Ask your audience
what they want to hear”, which is definitely
something you should do. But, what if you
don’t have an audience? Or, what if you do,
but they’re shy or just don’t respond very
much?
Then asking them won’t do any good, will
it? Here’s my little strategy for finding out
exactly what people in your niche want to
know about, so when you finally publish your
blog post, your articles or whatever, it will be
like you’re reading their minds. Here’s what
to do:
1. In whatever niche you’re in, look for
forums where people in your niche get
together. The best way to do this is to go
into Google and type:

forum:fly fishing (make sure you type in
“forum”, and not “forums”).
Google will give you a huge list of all the
top forums in the niche, usually ordered by
popularity.
2. Go into one of the forums, and look for a
search tool, or a search field that will let you
search for certain terms that people have
written in the forum posts. Some forums
allow visitors or guests to perform searches
without registering, while others require you
to register first.
You might as well register anyways, since it’s
only the place where more of your audience
hangs out, right? Rocking it in a forum and
becoming an authority there to feed your
website is a whole different story. Anyways,
I digress...
3. In the search field, type in some the
following terms and see what you come up
with:

*
*
*
*
*
*

“advice about”
“I hate it when”
“I need help with”
“can anyone help me”
“I’m looking for”
“really bad”
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Great Tip- Being A Mind Reader
Continued...
*
*
*
*
*

“desperate for”
“can’t find”
“have no clue”
“newbie”
“question about”

* Rod Sensitivity vs. Long Casting
* Questions on Building a Fly Rod
How awesome is that?

There’s a number of other terms that you
can search for that all fit the same kind of
idea, but I think you understand what’s
going on here.
When you search for these terms (note: you
may also have to fill out one of those spam
captcha letter verification thingies too), more
than likely you’re going to get a series of
forum threads that have someone in need of
something.

And this was just from one of the terms.
Some terms may offer no results, while with
others you may strike gold.
And here’s a bonus tip: If the threads you
find were relatively recent, you can write a
blog post or article specifically addressing
the need or the problem, and then go into
the thread itself as a user and give a brief
answer/solution, and then link to your article
for more information.
That’s instant (highly-targeted) traffic.

...and there’s your next blog post. Or, and
there’s your next eBook. The possibilities are
endless of what you can find hidden in these
forums, but if you really want to become an
authority in your niche, you’re going to have
to give the masses exactly what they want to
see, and this is one way to do it, even before
you have a blog running.
When I search through the fly fishing
forums, for example, here are some of the
things I found:
Threads that were named:
* A Newb With Some Questions
* Spey / Switch Need Help
* Need Advice About Sages (I don’t know
what sages are)

Sweet!
Well, I hope you’ve enjoyed this addition of
“Another tip from Pat”.
Reprinted by permission of the author;
originally published 04/29/2010 at www.
smartpassiveincome.com/
Pat Flynn writes ” I’m Pat. I’m a 27 year old
dude from Southern California who makes a
living on the internet. I consider myself the
luckiest person on Earth.” For more tips,
you can sign up for Pat’s newsletter and get
a free copy of his eBook, eBooks the $mart
Way at Smartpassiveincome.com.
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7 Tips For Using Hootsuite
By: Rebecca Thompson

1. Use it for ALL your social networks.
Did you know that you can update
the following from Hootsuite?
Facebook profile, Facebook Pages,
Twitter, Linkedin, Ping.fm, 4Square,
Wordpress, Myspace and your blog?
2. Custom Tabs. You can have each of
the ones above on a separate tab or
you can have each client on a separate
tab.
3. Search/Keywords. You can do your
ORM for your and your clients brand
and have each on its own tab.
4. Teams/Assignments. When adding in
your social networks, you can have
all your team-mates who are working
in the same accounts with their
assignments - just have them add
themselves as team members.
5. Tracking. When you are putting in a
link, you can use the ow.ly shortener

to save space but you can use it inside
Hootsuite for tracking. It will tell you
how many clicks and which of your
links are getting the most clicks so you
can run similar URLS to get the similar
results.
6. Schedule updates. You can use the
“Send later” feature to schedule many
updates for all the various networks.
Just type in your update and click the
“Send later” and follow the steps for
scheduling them. This is great if you
have things that you have to have
out at a certain time and don’t want
to forget.  Or if you want to schedule
your favorite quotes.
7. Drafts. Hootsuite offers a “Save”
button. You can start an update and
if you can’t finish it, you can save it
for later.  Or if you are running similar
ones and want to save them so you
don’t use the same one twice you can
do that also.  Then when you are done,
you can delete them. z
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Want More Clients? Just Say No!
By: CJ Hayden, MCC
Much of the popular wisdom about how to
succeed as an independent professional
seems to center around saying yes. You'll
hear that you're supposed to market yourself
constantly in as many different ways as
possible, network with everyone you can
find, and take as many clients as possible
in order to increase your earnings. The
implication is that you should say yes to
every opportunity.

But it hasn't been my experience that
pursuing all opportunities is the true
path to success. In fact, my own success
increased dramatically when I started saying
no more often. Saying yes to everything
is like opening too many windows on
your computer. Eventually you run out of
resources and you crash. When you say yes
to every suggestion, request, or invitation,
you are letting other people's agendas drive
your business. Saying no can put you in
charge instead.
Here are six examples of situations where
you may want to consider
saying no.
1. New clients who don't fit into your niche.
When business is scarce, it's tempting to
take anything you can get. For a one-time
or short-term project, working with a client
outside your target market or specialty may
not harm you. But making a
practice of taking any business that shows
up will get in the way of establishing your
reputation and referral base.
These "outsider" clients won't lead to the
targeted referrals or testimonials that will
build your business. And they can take
a lot more energy to serve, because you

may need to learn on the job, scramble to
assemble needed resources, or do work you
simply don't enjoy much. Sticking to your
niche, on the other hand, will lead to more
business of the kind you really want to have.
2. Networking with people who have no
connection to your niche.
Your networking time is precious. Say no to
attending events that will attract few people
from your target market, or to meeting with
people whose niche has no relation to yours.
Just because someone invites you to a
meeting or coffee doesn't mean you have
to go. Don't worry, you'll have plenty more
invitations to choose from in the future. Plus,
you should be spending some time
making your OWN invitations to folks solidly
within your niche, who will be much more
likely to bring you business.
3. Clients who take more effort to pursue
than their business is worth.
Watch out for prospects who want to
meet with you multiple times, see several
proposals, or require a detailed response
to a complex RFP before agreeing to
work with you. Even when you ultimately
land the contract, it may cost you far too
much unpaid time. And clients who are so
demanding before they hire you may be
even worse to actually work for.
4. People and organizations who ask for your
time but do nothing for you.
Serving as a volunteer in order to give back
to your community is a worthwhile activity
in itself. But volunteering your time with the
primary intent to market your business only
pays off when the recipients of your largesse
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Want More Clients? Just Say No!
Continued...

provide the promotional consideration they
promised.
Beware of offers like online communities who
award you a slot as an "expert" required to
provide answers to questions, articles, and
tools for free, but can't deliver the traffic
they promised. Or community organizations
who ask you to serve in your professional
capacity pro bono, but never so much as
acknowledge you in their newsletter.
5. Ads, promotional schemes, and exhibit
space that don't fit your budget.
The moment you hang out your shingle as a
business owner, you become a prime target
for people selling print and online ad space,
directory listings, search engine optimization,
and trade show exhibits. Their offers may be
appealing, especially if you're feeling a bit
desperate for business. But for the average
independent professional, these approaches
rarely pay back the required investment.
Consider this -- if these promotional avenues
were as good as the offers say, would they
really need to have an army of commissioned
salespeople pushing them on you? Before
enrolling in any paid promotional scheme,
compare its total cost to the value of closed
sales you could conservatively expect to gain
as a result. Make your own estimates; don't
just accept what the salesperson says. Then
say no to any offer that may cost you more
than it brings in.

consistency and persistence to pay off.
When you drop what you're doing to try
something new, you may lose out on both
the benefit of what you were doing before
AND the new approach you're trying now,
because you'll have given neither of them
the attention and longevity they truly
require.
Here's the bottom line. If you've ever felt like
you were being pulled in a million different
directions by the requirements of marketing
your business, the solution may be right
in front of you. Just say no to invitations,
offers, and demands that serve the needs of
other people better than they do your own.
z
Copyright © 2009, C.J. Hayden
C.J. Hayden is the author of Get Clients
Now!™ Thousands of business owners and
independent professionals have used her
simple sales and marketing system to double
or triple their income. Get a free copy of
"Five Secrets to Finding All the Clients You'll
Ever Need" at www.getclientsnow.com.

6. Flavor-of-the-month marketing
approaches.
Every time you turn around, it seems that
someone has a new marketing idea for
you. If you're not seeing immediate results
from what you're already doing, it may be
appealing to try something new. But keep in
mind that EVERY marketing strategy takes
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Client Attraction Should Be Your First
Priority (Unless You Want To Go Broke)
By: Fabienne Frederickson
Let’s face it, most solopreneurs put
marketing on the back burner, something
they get to only once they’ve put out all
the fires that need to be put out, once they
answer each and every e-mail in their inbox,
once they’ve sent every client what they
promised to send. Yes, it’s really important
to do all of these things; however, you’ve got
to realize that if you don’t MAKE the time
for your Client Attraction (i.e., Marketing),
then you’re simply not going to attract all the
clients you need. Make sense?

button on these for the first 6 months of
working on this Client Attraction System™.

The good news is, it doesn’t have to
be difficult. Over the years of coaching
thousands of self-employed professionals
to attract more clients, I’ve created a few
systems to keep you on track and make
Client Attraction a priority. What we’ve got to
do is have you clear the decks and get rid of
the “leaks” in your day.

Remember, it’s much more difficult to
attract new clients when you’re not out
there sharing with people what you do;
networking, writing newsletters, articles,
sending mailings, following up with potential
clients, asking current clients for referrals, or
working on presentations or seminars.

How much time per day should you really
allocate for marketing? I recommend my
clients spend up to 4 hours of marketing PER
DAY the first 6 months to a year in business,
or whenever they need a new boost of
clients. Many people gasp at that number
when I first share it with them, because they
usually spend no more than 4 hours per
MONTH, if that. No wonder they’re having
trouble attracting new clients!
First-time clients tell me they just don’t
have the time to devote that many hours to
marketing. Well, since I’m always trying to
find solutions to problems, we have to look
at what’s taking up your time now and there
are usually several non-essential things that
are eating up your time. I call these the
“leaks” in your day. Here’s what I mean: if
you’re spending your valuable time working
on non-business items during the day, then
you may want to consider putting a “pause”

It might mean stepping down from that
Board of Directors position that doesn’t
really serve you, taking a leave of absence
from that time-consuming project that isn’t
giving you a return on your time investment,
not going to the grocery store during the
day, and just deciding you will go to the
gym before 9 a.m. or after 5 p.m. every
day, instead of smack in the middle of your
workday.

OK, then, so let’s get really clear on what
your day should look like. During the hours
of 9 a.m. and 5 p.m. (or whatever you
consider your regular work hours, I’m not
picky about that), there are only 2 things
you should be working on:
1. Client work (the stuff that actually
makes you money)
2. Client Attraction and marketing (the
stuff that gets you clients)
Everything else has to go (for now) or can
wait until after 5 p.m. I know, this is drastic
to some, but it just has to be something you
strive for, at least for the short term.
After 6 months or a year, when you start
seeing consistent results in your Client
Attraction, you’ll be able to decrease the
number of hours you spend on marketing
each day and reinstate some of the things
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Client Attraction Should Be Your First Priority
Continued...

you enjoyed doing beforehand, but had to
put on pause for awhile. However, you might
just be so happy to focus only on Client
Attraction and client work during the day
that, as for many of my private clients, you’ll
decide never to go back to the old way of
doing things.

Your Assignment:
Clear the decks. If you know you need 4
hours of marketing per day (that’s what I
scheduled per day to fill both of my private
practices to capacity in less than 8 months
each), then you’ve simply got to make
room for it. Your business—and livelihood—
depends on it.
Take a pad of paper and write down all of
the different things that take up your time
every day. Include every curricular and
extracurricular activity. Be a hard grader!
This is not the time to be forgiving. We’re
looking for change, not excuses.
Once you’ve done that, underline or check
off the things that can go for at least the
next 6 months, to give you the time and
space to make your practice what you want
it to be: FULL.
Then do it. Make a commitment to eliminate
the things (for the short-term) that eat up
major amounts of time each day and week.
Now, don’t get depressed. Remember, this

is not forever; it’s just for right now, a few
months, until you get all the clients you
need. Then you can slowly start adding
things back in. I did. This mantra kept me
going for the first 6 months: “A strong focus
now creates a different future later.”
Now, you may be wondering what you
SHOULD be doing with all that time you’ve
allocated for Client Attraction. In fact, that’s
one of the biggest questions I get. The
answer is laid out step-by-step in the Client
Attraction Home Study System™. Not only
do you get clear on what clients you should
be targeting, how to create the marketing
message that will have them WANT to work
with you and seek you out, but exactly WHAT
to do with your marketing time and HOW.
It includes everything you need to know
to fill your practice quickly; no matter how
long you’ve been in business. All the tools,
scripts, templates, and examples are handed
to you on a silver platter. So, you do step
one of the system, and when you’re done
with that, you move on to step two, and so
on. So easy. That’s why my customers have
gotten such great results from it. You can get
yours at www.TheClientAttractionSystem.
com. z
© 2010 Client Attraction LLC. All Rights
Reserved.
Fabienne Fredrickson, The Client Attraction
Mentor, is founder of the Client Attraction
System TM , the proven step-by-step
program that shows you exactly how to
attract more clients, in record time...
guaranteed. To get your F.R.E.E. Audio CD
by mail and receive her weekly marketing
& success mindset articles on attracting
more high-paying clients and dramatically
increasing your income, visit www.
ClientAttraction.com .
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Virtual Assistant/Virtual Entrepreneur Directory
To add your listing to the VA/VE Directory, go to http://www.tvemagazine.com/advertising-rates.html
CLR Virtual Connection
Rebecca Thompson
Pasadena, Texas 77505
Phone: 281-727-0479
Email: clrvirtualconnection@gmail.com
Website: www.clrvirtualconnection.com

The Office Virtuoso
Kathleen Vargas
Midlothian, IL 60445
Phone: 708-385-2920
Email: kvargas@theofficevirtuoso.com
Website: www.theofficevirtuoso.com

Deadline Met Virtual Assistant Services
Marie Fitzgibbons
Irvine, CA 92604
Phone: 888-508-1580
Email: marie@deadlinemet.com
Website: http://www.deadlinemet.com

The Virtual Office Goddess LLC
Lily E. Chambers
Boulder, Colorado 80308
Phone: 303-437-3712
Email: info@virtualofficegoddess.com
Website: www.virtualofficegoddess.com

List 2 Close Assistant
Serita Diana
Sebring, OH 44672
Phone: 330-851-3042
Email: serita@list2closeassistant.com
Website: www.list2closeassistant.com

Typing Bug VA Services
Deneen Wilson
Thomasville, GA 31792
Phone: 229-378-0521
Email: deneen@typingbug.com
Website: http://www.typingbug.com

Samurai Office Services
Fiona Rodgers
Cedar Creek, QLD Australia 4207
+61 488676782
Email: fiona@sosva.com.au
Website: www.samuraiofficeservices.com.au

Virtual Writing & Communications Solutions
Mary H. Ruth
Snow Camp, NC 27349
Phone: 336-376-6757
Email: mary@writingVA.com
Website www.writingVA.com

Shore Office Services LLC
JoCarolee Carpenter
Toms River, NJ 08757
Phone: 732-820 - 1391
Email: jocarolee@comcast.net
Website: www.shoreofficeservices.com

Your Virtual Wizard
Janine Gregor
Ellenton, Florida 34222
Phone: 559-492-7348 (55-Wizard4U)
Email: info@YourVirtualWizard.com
Website: http://www.YourVirtualWizard.com
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