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Administration Support to keep your workload balanced
Too much work? Not enough staff?
Don’t want to hire a temp for a small project?

Deadline nearing for that proposal?

A Virtual Assistant can help you.....
What is a Virtual Assistant?

A Virtual Assistant (VA) is a professional who is highly skilled in administration and offers support externally to your company.  This means you can outsource projects that are able to be done from a remote location, freeing up your time so that you can concentrate on the more important aspects of running your business.
VAs use the internet and telephone to provide services to businesses, using their own equipment meaning that the job can be done without a business having to fork out additional funds for computers, temp agencies and office space for small projects or temporary jobs. Working hours are more flexible, and can be outside regular business hours without expenses such as superannuation and overtime.

Outsourcing is becoming a popular trend among businesses, and Virtual Administration Support is a wonderful way to keep your workload balanced.

$teadfast Virtual Admin provides the following services:

· Word Processing & Typing

· Excel Spreadsheets

· Database Creation & Management

· PowerPoint presentations

· Audio transcription

· Internet research

· Quality Assurance

· Promotional & Marketing materials

· Mail outs

· Proofreading & Editing

· Newsletters

· Diary Management

· Travel, accommodation and car rental bookings

· Answering telephones, taking and emailing messages while your office is closed or unattended

· Employee mine site inductions & medicals bookings

· Any other typical administrative and clerical duties that would normally be performed in an office environment

COMPETITIVE RATES, 7 DAYS A WEEK SERVICE
Phone: 0466 302 689 or email: info@steadfastvirtualadmin.com.au
www.steadfastvirtualadmin.com.au 
