
 

 

 

 
The “Triple Threat” Concept 
 
The most important skills you need in a Virtual Assistant are: 

● Independent thinker 
● Problem solver 
● Analytical enough to assess information to formulate conclusions and 

present options to make a decision.  

 
If you’re able to find an employee with analytical skills, or a technical or 
quantitative background, this will help your business because your 
employee will be able to consume information and reach conclusions 
without your input at every step. 
 
Examples include:  

● Math, finance or accounting backgrounds  
● Programming or coding skills 
● Technical support experience 
● Webmaster or server administration background 

 

 



 

 
 
Multinational corporations that outsource support or customer service to the 
Philippines often have structured and well developed training systems that 
teach employees (with years of experience) the process of resolving 
customer issues, communicating effectively, and trying different routes to 
achieve an effective resolution.  
 
If you find an employee with customer service or technical support training, 
this level of troubleshooting will provide them with the experience to be an 
effective employee for you. You can look for someone who has experience 
working for a multinational company with a customer service or support 
center in the Philippines. 

 

 
 

If a candidate invests time in pursuing creative pursuits, that were not a 
requirement of previous employment or formal education, that is an 
indicator that they have the self-directed desire to explore their creativity. 
This helps you, as an employer, because they can think “outside the box”, 
and come up with solutions separate from the training you provide. You can 
look for someone who:  
   

 



 

   
● Writes creatively  
● Draws, paints or creates art  
● Has learned photoshop or another graphic design package ousted of 

their standard job requirements  
● Sings, plays an instrument, or creates music  
● Has creative and/or artistic pursuits outside of work 

 

 
Generally speaking, you can teach a Filipino skills in line with their innate 
talents, past training and experience. It is difficult to teach a Filipino 
something when they possess little skill base. For example, if someone is 
not innately talented, or experienced, with graphic design, they probably 
won’t become very good at it, even with training. While they will be capable 
of executing the functions of the work, they may always lack the raw talent 
and skill of someone who is good at graphic design. 

 
When looking for an employee, keep this in mind when hiring. Know what 
skills are most important to you, and most needed for your business, and 
hire those skills. You can always hire another employee (or employees) later, 
or use a freelance website to hire someone for rarely needed tasks. 

 
If you’re looking for someone to handle telephone calls and support, you will 
want to test their capabilities. A good way to do this is to have them record 
their voice and email it to you. You can give them an example message from 
your client(s) and have them formulate a response. Their response will tell 
you a lot and it will be clear to you if the candidate has the “raw material” to 
work with as an employee. 

 

 



 

 
 

Below you will find helpful guidelines as you search for people to fill specific 
roles.  The skills listed are guidelines and not requirements.  Generally you 
wouldn’t try to find someone who is an expert at every skill listed.   
 

Webmaster 
 (SOMEONE TO MANAGE/ BUILD YOUR WEBSITE) 
 
Webmaster 

● FTP 
● HTML 
● Google Analytics (useful but not essential) 
● Managing Servers 
● Backing up MYSQL 
● Webpages 
● Wordpress  

 
Graphics 

● CSS 
 
Programming 

● PHP 
● AJAX (useful but not essential) 
● JavaScript (useful but not essential) 
● jQuery (useful but not essential) 

 
   

 



 

Web Programming 
 
Programming 

● Ajax 
● Database/ MySQL 
● PHP  

SEO 
 
English 

● Speaking 
● Writing 

 
Marketing 

● Blogging 
● SEO 

 

Wordpress Website Building and Management 
 
Webmaster 

● FTP 
● HTML 
● WordPress 
● Managing Servers (useful but not essential) 
● Backing up MYSQL (useful but not essential) 

 
Graphics 

● CSS 
 

   

 



 

Wordpress Posting / Craigslist Posting 
 
General  

● General Attention to detail 
● Gathering information 

 
English 

● Writing 
 
English 

● Wordpress 
 
Marketing 

● Blogging 
 

Graphic Designer 
 
Graphics 

● Adobe Photoshop 
● Logo Design 
● Webpage Design 
● Adobe Illustrator  

Video Editor/Artist 
 

Marketing 
● Video Editing: I’m good at it 

 
Graphics 

● Adobe Photoshop 
● Adobe After Effects: I’m good at it 

   

 



 

 
Skills not in skill search but may be in description: 

 
● Adobe Premiere 
● Adobe Audition    
● Adobe Illustrator 
● Sony Vegas 
● Final Cut Pro or iMovie (iMovie is low end but useful) 
● Windows Movie Maker (low end but useful) 

 

GENERAL VA / CUSTOMER SERVICE 
 
General 

● Attention to detail 
● Gathering information 
● Email 
● Google Docs (even if you don’t use Google Docs, this is helpful) 
● MS Word/Excel 

 
English 
• Writing 

 
Marketing  
• Blogging (useful but not essential, someone who blogs casually likes to 
communicate) 

 

GENERAL REALTOR VA 
English 

● Writing 
 
Marketing 

● SEO 
● Telemarketing 

 
   

 



 

Real Estate 
● Craigslist Posting/Marketing 
● Poting Listings Online 
● Telephone Support 

   
   

 



 

 
 

 

RESOURCES 
SAMPLE EMAILS (FOR ONLINE JOBS) & 

JOB DESCRIPTIONS 
 

   

 



 

 
 

 
 
   

 



 

● Be specific about the skills you want 
● If you’re offering benefits, do state them 
● Notice they use a test in the email. By asking the applicant to write the 

word “grapes” in the subject line of the email, you will quickly 
eliminate those who don’t follow instructions 

 
 

   

 

 



 

 

 
 
 

 



 

● Note the use of a screening instruction 
● Specicy about the level of performance required 
● Discussing daily tasks 
● Overall description of responsibilities 
● Monthly salary and job duration. It is important to differentiate 

between a long term position and a short term project 
 
 

 
 
1. Company is setting expectations for workload 
2. Expectations set for the amount of time the work should take (the 
company has experience outsourcing this work) 
3. http://www.Entrepreneur’s Guide to Recruiting a Filipino VA - 15 
replacemyself.com 
4. Demands experience and is making this clear, this company does not 
want to hire someone with little experience 
5. More expectations of experience 
6. More expectations about the level of skill the company requires 
7. Stating the technical requirements is important 
8. Stating previous experience working with overseas employee 
9. Test task. This is important for some work, giving someone a quick task 
and paying for their time before making a hiring commitment. 

 
   

 



 

 

 
 
   

 



 

 

 

 

 



 

 

 
   

 



 

 

 
If you feel overwhelmed by the number of worker profiles you find when you 
search for skill sets, try posting a job and screening those resumes. Here are 
a few tips: 

   
● Double check to make sure you are receiving responses from 

candidates in the Philippines. Although we are great at finding 
imposters, sometimes they slip through the cracks. 

● Make sure you are not receiving responses from companies that “farm 
out” virtual assistants, you want to make a direct hire. 

● Be clear with your expectations, required skills and goals. Your goal is 
to find the best person for the job, and that means doing the work to 
understand exactly what you need. 

● Have in mind a process for screening candidates. Some of our 
customers have them fill out a google form.  Others ask lots of 
questions while recruiting (my preferred method). 

● You may have more luck with posting a job as those applicants are 
more active, whereas some resumes can be from inactive or hired 
workers who have left their profiles open. 

 
   

 
 

   

 



 

 
WHAT NOT TO DO 

 

 

 
 

   
1. It is very difficult to find one worker to implement multiple different 

kinds of work. 
2. Video editors usually are not writers (or are not good writers). 
3. Short term projects are unappealing. It takes a lot of time to learn the 

work, the duration is too short. 
4. The wage is too low and most editors are not good at voice overs. 

When a person develops creative skills, they usually don't need to 
develop their vocal skills. 

5. The wage is way too low for wanting an "expert". 
6. You can't outsource the entire business model to one person, to begin 

with. 

 



 

7. Again, this cannot be overstated, the salary is too low for the skill level 
required, and is even out of line with the resumes posted on 
onlinejobs.ph. 

8. And again, short term projects of this nature are unappealing to 
talented workers. 

 
 

 

 

 

 



 

This actually would not be a bad job for someone just looking for a little 
extra work who enjoys social media. However, the rate is too low. If you’re 
looking for someone just to manage Social Media part-time, you should 
actually pay more than the normal hourly rate because you’re not able to 
provide that worker with a consistent income. 
 

   

 



 

 

 

 
 
   

 



 

 
Hiring a Filipino Virtual Assistant is really worth it. Filipinos are known for 
their great optimistic spirit, sincerity, hard work and inborn courteousness 
and obedience, not to mention their good English. When you hire a Filipino 
VA, you get the whole package, and all you need is to trust, lead and 
motivate them. 

 
Here’s a quick start guide before you hire a Filipino Virtual Assistant: 
 

 
 

 
Filipinos just don’t care about the money itself. It’s how you pay them and 
show them their worth through a good, worthy salary. An average Filipino 
VA should be paid with a minimum of $400 or more per month for a full time 
job. Most Filipinos have a large family that they support, not to mention if 
they’re renting a house and they need to pay for a stable wired internet 
connection. You can pay Filipino Virtual Assistant through Paypal, Payoneer 
or Xoom since these payment methods are accessible and widely used not 
just in Philippines but all over the world. You will need to pay twice a month, 
that’s every 15th and 30th. 
 

 
You want your Filipino VA to understand you and you will want to 
understand him or her. A consistent style in communication will let your 
Filipino VA understand you and know you better as a manager. Make your 
instructions simple, clear and specific. Please be patient and do expect that 
there might be some language barriers and differences because English is 
their second language. 

 

 



 

 
When you give multiple tasks to your Filipino VA, it is important that you 
track or follow up the tasks. There are a lot of useful tools from Microsoft 
Excel, Basecamp, Trello, Asana, where you can manage the tasks as well as 
keep track if these tasks are done timely.  
 
Manually checking through emails or messages can still work. Just by simply 
asking, how’s everything going? How are the tasks? Or how are you today 
means a lot for Filipino Virtual Assistants and they are good open ended 
questions that will let your VA open up if they have problems when it comes 
to tasks or other work concerns. 

 

 
Philippines is a tropical country so floods and earthquake and super 
typhoons just love it that’s why they always visit it. When your Filipino VA 
emails you or send you a message that there’s super typhoon, it’s true and 
there’s always a way to search online to verify it. In times of disasters and 
emergencies, you’ll win the Filipino heart if you show them you understand 
and that you are concerned about what they’re going through. In times like 
this, they need you as more than just a boss; they need you a friend or 
someone who just really cares. 
 
Your worker may have down time as they deal with temporary moves, or 
home repairs, during the natural disasters. If you are at all capable, a little 
financial help and a lot of understanding will be greatly appreciated. 

 
 

 



 

 
13TH month pay is very important to Filipinos and is usually given the first 
week of December. It is the salary of all salaries. It signifies Christmas. For 
some Filipinos, they call it Christmas Bonus. For Philippines, which is known 
to be the country with longest Christmas (because when –ber months starts, 
the weather begins to change and Christmas songs fill the air), 13th month is 
one of the earliest gifts Filipinos can receive from their bosses. It means they 
can buy gifts earlier for their loved ones and share their blessings and the 
happiness of Christmas season to their family. Once again it’s not the money 
but the thought that counts.  

 
Holidays are these times of the year when we remember, commemorate or 
celebrate special moments in our lives and histories. When you give 
Filipinos their Christmas or New Year Holiday, you give more than just a 
Holiday. You are giving them the greatest time of their lives. Filipinos are 
known for their custom of close family ties and during Christmas and New 
Year, it’s time for them to reunite with their loved ones and celebrate the 
meaning of Christmas and New Year. They want to be happy, merry and 
complete. And at this point, trust me, your VA wants and wishes you to feel 
the same in your lives as well.  

 
I hope I gave you helpful information about working or hiring a Filipino 
Virtual Assistant. Always remember that the key to a successful hiring of VA 
depends on both of you. Choose wisely and use both your mind and heart 
to weigh and consider things.  

 
 

 



 

       
 

 
 

 


