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W E L C O M E  T O

Go Ahead



Read More

Entrepreneurs abroad are always looking for Virtual

Assistants (VAs) to handle admin and creative tasks.

This is a golden opportunity for Indian youth with English-

speaking skills and internet access.



What Clients
Expect You to Do

Read More

Admin Tasks: Managing emails, scheduling meetings, file organization.

Social Media Help: Posting content, replying to messages, creating reels with Canva.

Research: Market research, finding influencers, comparing tools, lead generation.

Client Support: Handling queries, follow-ups, updating records.



Read More

Communication & Meetings: Zoom, Slack.

Task & File Management: Trello, Notion, Google Drive, Dropbox.

Productivity Tools: Gmail, Google Calendar, Excel/Google Sheets.

Content Creation: Canva, Buffer (for scheduling posts).

AI & Writing: ChatGPT, Grammarly.

📚 How to Learn: Use YouTube tutorials, Coursera, Skillshare, or free

blogs.

Essential Tools You have
to Learn (in 15 Days)



Learn Basic Skills
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Email etiquette (professional, polite communication).

File management (naming, organizing, storing).

Social media management (posting, engagement).

Admin support basics.

Clear written and spoken communication.



 Build a Starter Portfolio
(Even Without Clients)

Email Management 
Sample

Social Media Content
Calendar

Create a mock Gmail

inbox.

Add labels (e.g., Client A,

Urgent, Pending).

Write a professional

client follow-up email.

Make a 7-day

Instagram content plan.

Design posts in Canva.

Show captions and

hashtags.

Research Sample

Google 5 productivity

tools.

Create a Google Sheet

listing their pros & cons.

Before applying for jobs, create 3 sample works to
showcase your ability:



How to Find
Clients

Freelance Platforms: Upwork, Fiverr, Freelancer.

Remote Work Boards: Remotask, Remote.co, We Work Remotely.

Networking: LinkedIn, direct outreach to founders.



How Much You
Can Earn
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US/UK clients pay $7 to $20 per hour.

Use PayPal or Payoneer to receive payments safely.



How to Get Hired Without
Experience

Building Trust
Create a 30-second

Loom video:

Never say “I am new.” Instead,

show your portfolio samples,

Be polite, clear, and responsive.

Example: “Hi, I help busy

founders stay organized. I

handle emails, content, and

research. Here’s my

portfolio.”

LinkedIn DM Sample:

“Hey, I am a remote VA from

India. I help founders with

inbox management,

scheduling, and content

tasks. Happy to do a free trial

task if you’re open.”



Action Plan
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Learn the essential tools in 1 month.

Prepare a portfolio with 3 samples.

Create professional profiles on freelancing sites.

Apply to 5 jobs per day.

DM 3 potential clients per week on LinkedIn.

Record a short intro Loom video.



Thank You 
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See You Next

FOLLOW ME ON INSTAGRAM @DIGITALKABIRR 
FOR SUCCESS IN THE GLOBAL MARKET.

https://www.instagram.com/digitalkabirr?utm_source=ig_web_button_share_sheet&igsh=ZDNlZDc0MzIxNw==

