YOUR LOGO 

Do you need more hours in the day, week or even year? 
Well right here in <YOUR TOWN> is a business that can save you time and money and help you grow your business.  It is called a Virtual Assistant, or VA.

A VA provides administrative support and specialised services to businesses, entrepreneurs, executives, sales professionals, and busy people.  A highly skilled professional working as an independent contractor, a VA uses leading edge technology to complete work assignments via the Internet, email, floppy or CD.  Traditional methods such as regular mail and overnight shipping are also used.

My name is <YOUR NAME>; I am the founder of <YOUR BUSINESS>.  Unlike a full-time employee, we are available to you only when you need us, and unlike a temporary employee, we guarantee you the same great service from the same people every time.  Best of all, we save you time and money.

<YOUR BUSINESS> saves you money because we have our own office, use our own equipment, and pay our own taxes.  We don’t require holiday pay and pension contributions.  We do take a sincere interest in helping you grow your business.  We save you time because you will spend less time doing administrative work and more time growing your business, nurturing your family, or just plain relaxing.

Our services include word processing, data input, spreadsheet and database creation, email handling, newsletters, flyers, presentations, meeting planning, internet research, mass mailings, and much more.  Although out services are virtual in nature, we make it a point to meet with all local clients.  Don’t be the last one to get your own Virtual Assistant. 
Find out more by visiting <your website> or send an email to us at info@domain.com, or alternatively give us a call on <your telephone number> to see how <YOUR BUSINESS can lessen your burden and improve your day.

We look forward to working alongside you and saving you money.
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