Professional Virtual Assistant

Mastery

8 Weeks | Practical & Hands-On |
Professional Certificate



Course Overview

Virtual assistance has evolved from basic administrative support into a high-value
remote profession that supports founders, executives, startups, and global businesses.
Today's successful virtual assistants are organized, tech-savvy, proactive, and skilled in
communication and operations.

This course trains learners to become professional, dependable, and efficient virtual
assistants, capable of supporting businesses remotely with confidence. It focuses on
real-world workflows, professional standards, and client-ready skills rather than theory.

Learners will gain hands-on experience managing emails, calendars, tasks, research,
documents, and digital tools — while learning how to position themselves, work with
clients, and build a sustainable remote career.




Course Duration & Format

Duration
8 Weeks

Learning Style:

* Real-life work simulations
e Guided productivity exercises
e Client scenario role-play

e Portfolio and service-based assessments

Mode
Practical & Hands-On

Level

Beginner to Intermediate



Who This Course Is For

| Individuals seeking remote work opportunities | Career switchers entering the digital workforce
| Stay-at-home professionals Administrative professionals going remote

| Graduates entering virtual roles Anyone seeking flexible, skill-based income



WEEK 1

Virtual Assistant Foundations & Professional Standards

Virtual assistant roles and specializations
Professional conduct and work ethics

Time management and productivity systems
Remote work best practices

Client confidentiality and trust



WEEK 2

Email & Calendar Management

* Inbox organization and prioritization

e Professional email writing

e Calendar scheduling and coordination
e Meeting setup and reminders

e Managing multiple inboxes




WEEK 3

Task, Project & Workflow Management

01 02 03
Task prioritization frameworks Managing multiple clients Project tracking tools
04 05

SOP creation and documentation Reporting progress professionally



WEEK 4

Research, Data & Document Management

Q Online research techniques @ Data entry and organization [ﬁ Document formatting and
presentation

(S Cloud storage organization [ Version control and file
naming



WEEK 5

Social Media & Content Support

e Scheduling and monitoring content
e Basic graphic and content support

¢ Community engagement assistance
* Newsletter preparation

e Analytics tracking basics

CONTENT PLAN
e




WEEK 6

Customer Support & Client Operations

ﬁ@ﬁ Customer communication etiquette
Managing inquiries and complaints
Help desk and support tools

Order and service coordination

Maintaining brand voice



WEEK 7

Business Operations & Al Assistance

Invoicing and expense tracking Travel and event coordination CRM basics

Al tools for VA productivity Workflow automation basics



WEEK 8

VA Business Setup & Client Acquisition

=  Defining services and niches
&
9 Pricing models and packages
=), Creating proposals and contracts
=
= Building a VA portfolio

O Onboarding and retaining clients



Tools & Platforms for Learning

Productivity & Communication

e Gmail & Outlook

e Google Calendar & Calendly

Project Management

e Trello
e Asana
e ClickUp

¢ Notion

Design & Content Support

e (Canva

Automation & Al

e ChatGPT

e Zapier



Career Pathways

General Virtual Assistant Executive Virtual Assistant

Social Media Virtual Assistant % ] Administrative Virtual Assistant

Customer Support Specialist Operations Support Assistant

Al-Enhanced Virtual Assistant Remote Operations Coordinator Freelance Virtual Assistant



Learning Outcomes

By the end of this course, learners will be able to:

Work confidently as a professional virtual assistant

Support clients efficiently and professionally

Package and sell VA services

Manage tasks, communication, and workflows remotely

Use digital and Al tools to boost productivity

Launch a sustainable remote career



