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Capture processes with a video (we love
Loom!)
Create SOP's.
Live training.

Know how you're going to start delegating.

Follow these 3 steps to ensure
success with your virtual assistant:

Track your daily tasks for 1 week.
Decide which are tasks only you can do.
Anything left can be delegated - start with
repetitive tasks & clear goals.

Know what you're going to delegate.

Identify any skills needed for the tasks.
Identify software skills.  
Identify the personality-type to best support
you.

Decide who will best support you.

Who.

How

What



Kudos on taking the first step to work with your
very own virtual legal assistant! And more
importantly...what you need to do BEFORE you
even get started to ensure a successful relationship!

We get it...you're already at max capacity which is
why you're looking for help in the first place, and
now you have to fit onboarding & training into your
jam-packed schedule. 

But if there's one thing we've learned over the last
20+ years it's that the more time you put in the
beginning stages of onboarding with realistic
expectations, the easier and faster you'll get up to
speed with your VA.

So, let's get you started with the 3 critical steps to
ensure success with your virtual assistant!
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Track your daily tasks for 1 week
(sample tracker below). 
Looking at your tracker, circle or mark
the tasks only you can do.
Anything left can be delegated! We
suggest starting with repetitive tasks
and setting clear goals at each
30/60/90 mark.

Know WHAT you're going to delegate.
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Identify what skills are needed for
the tasks.
Identify what, if any, software
knowledge or experience is needed.  
Identify the personality-type that
best supports you.

Decide WHO will best support you. 
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Capture processes with a video (we love
Loom!), SOP's, live training, or a mix of both.
Establish an onboarding process to ensure
success, sharing your mission, vision & value
statements.
Co-create realistic expectations & goals with
your VA to measure success. 

Know HOW you're going to onboard your
Virtual Legal Assistant.
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Congratulations!
 

I F  Y O U  F O L L O W  T H E S E  T H R E E  S T E P S ,  
Y O U ' L L  B E  O N  T H E  RIGHT  P A T H  T O  

E N S U R I N G  S U C C E S S  W I T H  Y O U R  
V I R T U A L  L E G A L  A S S I S T A N T !

A n d . . .  i f  i t  s i l l  s e e m s  o v e r w h e l m i n g ,  s c h e d u l e
y o u r  f r e e  D i s c o v e r y  C a l l  b y  c l i c k i n g  t h e  b u t t o n

b e l o w  t o d a y  a n d  o u r  e x p e r i e n c e d  t e a m  w i l l
t a l k  t h r o u g h  a n y  q u e s t i o n s  o r  c o n c e r n s  y o u

h a v e  t h a t  a r e  s t i l l  l i n g e r i n g .
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