Virtual Assistant
Program

About Jaytech

JayTech is a top e-learning platform offering live, instructor-led interactive online
training. We serve professionals and students worldwide in areas such as Big
Data & Hadoop, Business Analytics, NoSQL Databases, Java & Mobile
Technologies, System Engineering, Project Management, and Programming. Our
easy and affordable learning solutions are accessible to millions of learners. With
students from countries like the US, India, the UK, Canada, Singapore, Australia,
the Middle East, Brazil, and many more, we've built a global community of over 1
million learners.

About Course

Advance your professional journey with JayTech’s Virtual Assistant Program. This
course is designed to help you master the essential tools, skills, and workflows
needed to become a highly capable and in-demand Virtual Assistant.

You'll gain in-depth knowledge of productivity software, communication tools,
client management, digital organization, and online business support. With
hands-on tasks and expert-led modules, you'll learn how to manage schedules,
handle emaiils, organize data, and support businesses remotely with confidence.
Whether you're aiming to work with global clients, start a freelance career, or
offer support to online businesses—this program will give you the skills and
credibility to succeed in the fast-growing digital support industry.
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Virtual Assistant
Program Course Curriculum

Learning Objective: This module introduces you to the core concepts and
foundational skills of working as a Virtual Assistant. You'll learn about the various
roles and responsibilities VAs perform across industries, the tools commonly used
to support remote clients, and the mindset required for success in a digital
support role.You'll also explore how to set up your remote workspace, understand
client expectations, and identify the most in-demand VA services.

Module 1: Introduction to Virtual Assistance

. What is a Virtual Assistant: Understand the definition and evolving role of VAs
in today’s digital economy.

. Roles and responsibilities of a VA: Learn the typical tasks VAs perform, from
scheduling to client support.

. Overview of the VA industry and remote work trends: Explore the growing
demand for virtual assistance and global remote work shifts.

. Types of clients and tasks: Discover who hires VAs and what services they
commonly seek.

Module 2: Essential Computer & Internet Skills

. Basic computer operations (Windows/Mac): Learn essential computer
navigation and operations for daily tasks.

. Internet navigation and online safety: Safely browse and find information
while protecting your digital identity.

. Using cloud storage (Google Drive, Dropbox): Store, organize, and share files
in the cloud for seamless collaboration.

. Email setup and management: Set up professional email accounts and keep
your inbox well-managed.
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Module 3: Communication Skills

. Professional email writing: Master writing clear, polite, and professional emaiils.

. Online meeting etiquette (Zoom, Google Meet): Learn best practices for virtual
meetings and video calls.

. Chat and messaging tools (Slack, WhatsApp, Teams): Communicate efficiently
using the most popular platforms.

. Time zone management and scheduling: Handle scheduling across different time
zones with accuracy.

Module 4: Productivity & Organization Tools

. Calendar management (Google Calendar, Outlook): Organize meetings,
appointments, and daily to-dos effectively.

. Task management tools (Trello, Asana): Track and manage tasks using
project management tools.

. Note-taking tools (Evernote, OneNote): Record and organize information for
quick access.

. File organization and sharing: Set up a clean digital workspace for yourself
and clients.

Module 5: Administrative Tasks

. Data entry and spreadsheet basics (Excel, Google Sheets): Input and
organize data using basic spreadsheet functions.

. Document creation and formatting (Word, Google Docs): Create well-
formatted business documents and templates.

. Research skills (market research, competitor analysis): Learn how to find
accurate and relevant information online.

. Managing contacts and CRM basics: Maintain client databases and
understand the basics of CRM software.
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Module 6: Social Media Management

. Basics of social media platforms (Facebook, Instagram, LinkedIn, Twitter):
Understand the core features and purposes of major social platforms.

. Scheduling posts (Buffer, Hootsuite): Plan and automate posts to save time
and stay consistent.

. Responding to messages and comments: Engage professionally with
followers and potential clients.

. Simple graphic design (Canva basics): Create appealing visuals for posts and
stories using beginner-friendly tools.

Module 7: Customer Service & Client Management

. Handling client inquiries professionally: Respond promptly and respectfully to
client requests.

. Managing difficult clients and conflict resolution: Stay calm and solution-
focused in tough client situations.

. Building long-term client relationships: Learn how to earn client trust and
secure repeat work.

. Invoicing and payment basics (PayPal, Wise, etc.): Send invoices and receive
payments using trusted platforms.

Module 8: Specialized VA Skills (Optional Advanced Topics)

. Bookkeeping basics: Record income and expenses using simple financial
tools.

. Simple website updates (WordPress): Make basic edits to WordPress websites
and manage content.

. Basic content writing and editing: Write clear, engaging content and
proofread for errors.

. E-commerce support (Shopify, WooCommerce): Assist with product listings,
customer queries, and order management.

www.jaytechsl.com © 2023 JayTech Group Pvt. Ltd. All rights Reserved.




JayTech Institute

of Science & Technology

Module 9: Finding & Applying for VA Jobs

. Creating a professional resume/CV and cover letter: Build a job-winning
resume tailored for virtual roles.

. Building an online profile (LinkedIn, Upwork, Fiverr): Create strong profiles
that attract clients and recruiters.

. Tips for successful interviews: Prepare for VA interviews and learn how to
present your value.

. Understanding contracts and agreements: Learn how to read and negotiate
client contracts.

Module 10: Ethics, Confidentiality, and Professional Growth

. Data privacy and confidentiality: Understand how to protect sensitive client
information.

. Professionalism and work ethics: Build a reputation of reliability and integrity.

. Continuous learning and upskilling: Keep your skills fresh to stay competitive
in the industry.

. Networking with other VAs: Join communities and grow your connections for
support and opportunities.

Assessment & Certification

. Quizzes and practical assignments after each module: Evaluate your learning
through real-world tasks and short quizzes.

. Final project: Complete a simulated VA task for a mock client: Apply what
you've learned in a practical, end-of-course challenge.

. Certificate of Completion: Receive a certificate to showcase your new skills
and boost your credibility.
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