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			FOREWORD

			“There are some books that simply tell you what to do.

			And then there are books that quietly put a hand on your shoulder, look you in the eye, and say, “You are more capable than you think. Now let’s get to work.”

			How to Become a Kick-Ass Virtual Assistant is the second kind of book.

			Sharon Marshall has written something practical, generous, funny, and deeply human. Yes, this is a guide for becoming a virtual assistant. Yes, it includes the tools, systems, strategies, pricing considerations, communication practices, and business-building wisdom that any aspiring or current VA needs. But underneath all of that, this book is about something much bigger.

			It is about agency.

			It is about dignity.

			It is about helping people, especially women, build income, confidence, flexibility, and possibility on their own terms.

			And that matters.

			I have spent much of my professional life thinking about systems: the visible ones, the invisible ones, the ones that help people thrive, and the ones that quietly keep people stuck. We often talk about systems as if they are abstract structures “out there” somewhere: government systems, business systems, organizational systems, economic systems. But systems are not abstract when you are trying to pay your bills, rebuild your confidence, care for your family, leave a difficult situation, start over, or create a life that actually fits.

			The right system can change everything.

			A good system creates order. A better system creates freedom.

			That is what Sharon understands so well.

			She understands that becoming a successful virtual assistant is not just about learning software, managing calendars, organizing inboxes, or creating workflows, although, bless every person who can bring order to a chaotic inbox. That is no small feat. This work is about becoming someone clients can trust. Someone who communicates clearly. Someone who anticipates needs. Someone who brings calm to complexity. Someone who can hold the moving parts of another person’s business with competence, care, and integrity.

			In other words, a great VA does not simply complete tasks.

			A great VA creates capacity.

			And capacity is powerful.

			Capacity is what allows an entrepreneur to breathe again. It allows a leader to get out of the weeds. It allows a small business owner to move from scattered survival to strategic momentum. It allows ideas to become projects, projects to become income, and income to become stability.

			For the VA, that same capacity-building runs in the other direction too. With each new skill learned, each client served, each boundary held, and each invoice sent with a little less apology, something begins to shift internally. Confidence grows. Self-worth strengthens. The old story of “Who am I to do this?” gets replaced by a better question: “What is the next brave step?”

			That is the quiet transformation woven through this book.

			Sharon does not pretend the path is effortless. In fact, one of the things I appreciate most is her honesty. She writes about doubt, mistakes, pressure, learning on the fly, and those delightfully character-building moments when the deadline is yesterday and the moving parts appear to be multiplying in the dark. She does not sanitize the journey. Thank goodness. We have enough glossy nonsense in the world.

			Instead, she offers something far more useful: truth with tools.

			She gives the reader practical guidance while also normalizing the very human experience of figuring it out as you go. That combination is rare. It is also exactly what people need when they are standing at the edge of something new.

			And Sharon is the right person to write this book.

			She brings decades of lived experience in administration, entrepreneurship, governance, community leadership, and digital capacity-building. Through Digital DEVA, she has created pathways for women in remote communities and women rebuilding their lives after domestic violence to gain skills, confidence, and access to new possibilities. That is not just business development. That is systems change with a human heartbeat.

			It is one thing to teach someone how to build a business.

			It is another thing to help them believe they are worthy of building one.

			This book does both.

			If you are reading this because you are curious about becoming a virtual assistant, I hope you take Sharon’s encouragement seriously. You do not need to have it all figured out before you begin. You do not need to be fearless. You do not need to be perfect. In fact, please abandon perfection as quickly as possible. It is exhausting, overrated, and terrible at returning emails.

			What you need is willingness.

			Willingness to learn. Willingness to build systems. Willingness to communicate honestly. Willingness to charge for your value. Willingness to keep going when your confidence wobbles. Willingness to take the next step before the whole staircase is visible.

			That is how momentum is built.

			And momentum, as Sharon reminds us, is often more useful than perfection.

			How to Become a Kick-Ass Virtual Assistant is more than a manual. It is a mentor-in-a-book, a business road map, and a permission slip for anyone who is ready to create meaningful work with more freedom, structure, and self-respect.

			So read it with a pen in your hand. Dog-ear the pages. Laugh where Sharon wants you to laugh. Pay attention when she tells you the truth. And when you feel that little spark of possibility rising in your chest, do not dismiss it.

			That spark might be the beginning of your next chapter.

			And it just might be kick-ass.” ~ Christina Benty, MA Owner of Strategic Leadership Solutions Inc.

		

	
		
			INTRODUCTION

			Becoming a virtual assistant (VA) changed my life by transforming my self-confidence, self-esteem, and self-worth. When I first ventured into this field, being a virtual assistant was a novel concept and was mostly met with skepticism. I often had to learn on the fly while convincing potential clients that I could manage their administrative tasks from the comfort of my home.

			Interestingly, this wasn’t entirely new territory for me. More than a decade earlier, I started picking up contracts as a personal assistant (PA) for real estate agents. I managed their databases, created feature sheets for open houses, and built detailed spreadsheets to track expenses and GST.

			I loved the work! The freedom to set my hours and rates, along with the variety, was liberating. But what I loved the most was the chance to bring order and efficiency to each client’s business. As I streamlined workflows and improved processes, I uncovered my true passion: systemization. Transforming scattered or budding operations into smooth, well-oiled systems brought me joy and, even now, shapes my approach to efficiency and problem-solving.

			As I transitioned from PA to VA, my scope broadened significantly. Collaborating with people and organizations globally was exciting and challenging. The exposure stretched me in ways I hadn’t expected. Every successful project was a vote of confidence that confirmed my skills and reminded me of the value I brought to my clients.

			Those early days, however, were not easy. As a newcomer to the VA scene, I felt the pressure to prove myself in an industry still finding its footing, and I often second-guessed my abilities. Imposter syndrome crept in, making it hard to persuade potential clients that I could handle their needs effectively without physically sitting in their office.

			Still, my self-confidence deepened with each client I won over and every project I completed. The growth of my own business mirrored the increasing acceptance of virtual assistants in the business world. Today, I can say without hesitation that choosing this path was one of the best decisions of my life.

			Hence, this book. For many years, random snippets surfaced in my mind until 2017, when I finally started writing. Originally, I focused on the dry mechanics: systems, processes, and standard operating procedures. But I wanted to give you more than just technical know-how. I’ve written this “VA Bible” with you in mind to help build your business. It’s your go-to for all things virtual.

			Whether you’re just thinking about becoming a VA or already have a few clients and want to level up, each chapter is practical, honest, and a bit cheeky (just like me). You’ll find guidance on the basics: setting up your business, finding clients, and figuring out your rates, but we’ll also go deeper. I discuss systems, boundaries, client communication, and the mental load of balancing work and life, especially when you’re doing it all from your kitchen table in pyjamas.

			Expect real stories from my journey and the many missteps I made. Expect humour, because sometimes, if you don’t laugh, you’ll cry. There’s as much to learn from my so-called failures as my wins. A resource guide at the end provides worksheets, templates, and a hands-on question/exercise section for your own kick-ass business.

			So, let’s do this. Chapter by chapter, I’ll walk you through what it takes to build a business you can be proud of—one that aligns with your values, supports your lifestyle, and builds your confidence along the way.

			How to Become a Kick-Ass Virtual Assistant is a “here’s how I did it—and how you can, too” book.

			To your success,
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			Sharon Ann Marshall, MBA

			

			 

			 

			 

			“I am honored to have worked for Sharon, as a facilitator of the Wellness Wisdom Circle within the DEVA program, and I have had first hand experience in seeing the care, knowledge and wisdom she has shared so that others can build their own successful virtual business. Her book is dynamite, thorough, practical and the best tool kit you will ever need” ~ Nicolle Nattrass, Counselor CAC II, RTC, Author

			“If you want the tools and skills to earn a living from home, then pick up this encouraging, easily-readable guide that is packed with the right information for you.” ~ Carolyn Nesbitt, PhD in Clinical Psychology

			

			 

			 

			 

			This book is dedicated to my two children, Angie and Johnny, who started me on this journey into virtual assistant work many years ago.
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			Defining the Present-Day VA

			When I think back to where my innovative spirit began, I laugh at one story from childhood that still shapes how I lead and show up in business today.

			I’ve always had that entrepreneurial spark. I was the one selling lemonade while other kids played tag. My first “gig” came when I was about six. My Auntie Fran, a real estate agent, hired my younger brother and me to deliver flyers around the neighbourhood. She offered half a cent per flyer, and we thought we’d hit the jackpot.

			At first, we were excited. But our little legs tired quickly. That wagon full of flyers stayed just as full, and we stayed just as broke. That’s when one of us (I don’t recall who) came up with a brilliant plan: deliver three or four flyers to each mailbox instead of one. Fewer stops, same pay. Genius, right?

			Wrong. A neighbour complained. Auntie Fran was not impressed, but fondly gave us a second chance.

			The next day, determined to finish the job, we made an even “better” plan. We dragged our wagon to the park, dug a hole under the swing set, and buried the flyers. Problem solved! We rushed home and proudly announced, “We’re done! When do we get paid?”

			One look at her face, and we knew Auntie Fran didn’t buy it. “There’s no way in hell you two delivered 2,000 flyers overnight,” she said.

			And she was right. Ashamed, we came clean. And just like that, we were fired.

			That moment stuck with me. Even as a kid, I loved business. But I learned early that integrity matters more than any shortcut. The lesson was clear: show up, be honest, and deliver what you promise.

			*     *     *

			The dynamic world of modern virtual assistants (VAs) has evolved from its secretarial roots to a digital, global profession.

			Thanks to rapid advancements in technology, the rise of remote work, and the gig economy, today’s virtual assistants have transformed from behind-the-scenes office workers to vital digital collaborators. With a laptop, an internet connection, and a killer skill set, VAs are rewriting the rules of business support and carving out careers on their own terms. It’s not just about answering emails in your pyjamas, though that’s definitely a perk.

			Traditional vs. Modern VAs: A Snapshot

			To appreciate how far the VA profession has come, think of it as comparing rotary phones (landlines) to smartphones. Both have a purpose, but only one lets you run a business from a beach.

			Traditional Assistants: Work on-site, bound by office hours, geography, and specific job descriptions. Typical tasks included typing, filing, phone management, and meeting prep.

			Modern Virtual Assistants: Work from anywhere, using digital tools to support businesses worldwide. Responsibilities range from admin and project management to social media marketing, tech support, bookkeeping, graphic design, and beyond.

			Key Transformations:

			•Digital tools: Platforms like Zoom, Trello, Slack, and Google Workspace break down barriers and boost collaboration.

			•Flexibility: VAs tailor their roles, rates, and schedules around their lives and goals.

			•Remote work: No longer a perk. It’s the default for many.

			The Digital Revolution: Tech as a Game-Changer

			The digital revolution reshaped not only how work gets done, but who can do it, and where.

			Essential Tech That Fuelled the VA Evolution:

			•Cloud-based software: Seamless file storage and document sharing from anywhere.

			•High-speed internet: Enables real-time collaboration and instant access to data.

			•Project management tools: Keep tasks, deadlines, and team members organized, without the need for in-person oversight.

			•Video conferencing: Face-to-face communication, bridging the gap.

			The Contemporary Virtual Assistant

			Today’s VA is part strategist, part techie, part communicator, and part trusted sidekick. Sure, they still handle inboxes and appointments, but now they’re also managing projects, designing graphics, writing copy, and keeping entire operations running smoothly. Some work solo, others join agencies or build their own teams.

			What sets a standout VA apart? Four essentials:

			•Adaptability: The ability to shift gears quickly and learn new skills as client needs evolve.

			•Communication skills: Whether clarifying a deadline or asking for feedback, clear and respectful communication is everything.

			•Strategy: Plan your work and work your plan, for your clients and for your business.

			•Tech-Savviness: You don’t have to be an IT wizard, but you can’t fear buttons. Your comfort with digital tools will set you apart.

			The Rise of the Gig Economy: Career Freedom for VAs

			The gig economy didn’t just disrupt traditional employment; it handed virtual assistants the keys to career freedom.

			Short-term, contract-based work has become a defining feature of today’s economy, giving rise to flexible, entrepreneurial roles.

			For VAs, This Means:

			•Flexibility to choose clients, projects, and schedules.

			•Opportunities to build niche services and scale.

			•Autonomy to set rates and run your business your way.

			Perks and Challenges:

			•Pros: Variety, independence, work-life balance.

			•Cons: Unpredictable income, no paid benefits, DIY business management.

			In this ever-changing world of work, VAs are not behind the scenes anymore. They’re helping to drive the show. And they’re only just getting started.
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			The Impact of Remote Work and Globalization

			My first taste of remote work came through general transcription. I fit the work in while my husband and kids slept, gradually learning the ropes and picking up more hours. I loved the freedom, and at first, I saw it as nothing more than a way to make some extra cash. But the more I worked, the more I realized there was much more to this way of working than met the eye.

			What struck me most was not just the convenience. It was the realization that work no longer had to happen inside someone else’s office, between set hours, for an employer within driving distance. For most of my career, that had been my reality. I showed up in other people’s buildings, sat in the same chair every day, and lived inside the rhythms of someone else’s schedule. My professional world was local because it had to be. Remote work changed that.

			Through online platforms, email, shared files, and web-based tools, I began to see that my skills could travel farther than I could commute. That was exciting. I could contribute from my home office. I could learn new tools on my own time. I could connect to opportunities beyond my immediate community. As a mom with two small children, that was no small thing. It felt like a door had opened.

			But my existing technical skills were not enough on their own. I understood administration, communication, and how to keep things organized, but the online world demanded more. So I did what I have always done when I want to do a good job: I rolled up my sleeves and learned what I needed to learn.

			Lynda.com, now LinkedIn Learning, became my late-night classroom. I binged courses, paused videos, took notes, experimented with new tools, and stretched myself far beyond what was familiar. None of that learning was billable. That is part of the early VA journey that people do not talk about enough. You do not get paid for every minute of your growth. Sometimes you invest in skills long before they pay off. But they do pay you back.

			That season taught me how to work independently, communicate clearly, and figure things out without someone standing over my shoulder. It taught me how to document my work, stay organized, and trust myself in a more digital, fast-changing environment. Those are not flashy skills. No one’s throwing confetti at you because you named your files properly or documented a process well. But those quiet skills are foundational. They are the kinds of skills that enable remote work.

			That was the real impact of remote work and globalization on my life. It was not just that I could work from home. It was that geography no longer had the final say over what was possible for me. I was no longer limited to employers within commuting distance or to the opportunities listed in the local paper. With a laptop, a decent internet connection, and a willingness to keep learning, I could participate in a much larger world of work from my kitchen table.

			Remote work did not just give me flexibility. It gave me options. It expanded my sense of what my career could look like. It showed me that meaningful work could happen across distance, through technology, and on terms different from the ones I had inherited.

			As a virtual assistant, you are not just “working from home.” You are stepping into that same landscape. Your clients might be in your city, your province, or somewhere else entirely. Your skills can travel farther than you ever could in a commute.

			That realization is what shifted virtual assistance from “nice side gig” to “this can be a real, thriving business” for me. It is also what makes this such an exciting time to step into this field.

			*     *     *

			Let’s dive headfirst (with a snorkel, of course) into the profound shifts brought to the VA profession by remote work and globalization. The traditional office environment has transformed faster than a teenager’s social media profile.

			This chapter explores how these changes catapulted virtual assistants to an elevated professional level for businesses around the world. With the development of advanced collaboration tools, virtual assistants now connect and support teams across different continents as easily as we used to pop into the next cubicle to rehash last night’s game.

			We’ll also explore how globalization has bulldozed traditional geographic barriers, allowing companies to tap into a diverse pool of virtual talent. This global reach boosts business capabilities and introduces new efficiencies while addressing the challenges of cost management, cultural integration, and supervising remote teams.

			Remote Work’s Influence

			The rise of remote work, supercharged by the global events of 2020, gave virtual assistance a makeover, from business casual to essential. When the pandemic hit, it was less “work from home if you’d like” and more “work from home or don’t work at all.”

			Businesses scrambled to adapt, skyrocketing the demand for virtual assistants. These digital dynamos became the glue holding things together, managing everything from virtual meetings to remote birthday parties (because yes, they’re a thing). Their role in keeping the ship steady was, and continues to be, indispensable.

			Overall, the rise of remote work hasn’t just changed where we work; it’s rewritten the entire playbook on how work gets done.

			The explosion of collaboration tools changed the game. Though virtual assistants seemed like they were working in the next room, that room was the cloud. These platforms aren’t just about sending emojis faster than you can say “reply-all,” they’re about real-time communication, sharing crucial cat GIFs, and making sure projects stay on track.

			Access to Global Talent

			Globalization has made where a person or company is located less important, because business, culture, and work cross borders so easily now. Businesses can now hire virtual assistants from around the world, without jet lag or currency confusion. Virtual assistants now bring a smorgasbord of skills, languages, and cultural insights to the table, literally from around the world. Hiring from regions with lower labour costs often yields high-quality support at a lower price point. It’s a win-win for both clients and VAs when it’s done respectfully and ethically.

			A UK-based e-commerce company hired virtual assistants from China and Brazil to expand into Asia and Latin America. These VAs managed social media, customer service, and supplier coordination. The result? A 25 percent boost in international sales within a year.

			Relevant Statistics

			•Buffer’s State of Remote Work 2021 Report1 states that 97.6 percent of respondents want to work remotely at least part-time for their entire careers. Basically, pyjamas have won over pantsuits.

			•Global Workplace Analytics2 found that businesses save an average of $11,000 per half-time telecommuter annually.

			•Some enterprises outsourcing business processes have reported cost reductions of 15 percent compared to inhouse operations.3

			Benefits and Challenges

			Working with virtual assistants is like having a fully stocked business spice rack brimming with variety and essential flavours. Knowing the right amount and combination can create the perfect workplace recipe.

			•Advantages:

			○Scalability is like being able to clone your best employee without any of the sci-fi drama.

			○Specialized skills for exactly what you need.

			○Virtual assistants offer flexibility.

			•Challenges:

			○When your team spans continents instead of cubicles, effective communication requires more finesse. Cultural nuances demand more than Google Translate to avoid missteps, and coordinating across time zones can quickly become
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