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Foreword from the Author 

At a young age I knew I was destined to work in an office. I had a fascination with 1950s 
secretarial glamour (more the clothing and shoes than the culture I’m sure). This 
fascination drove me to go back to school, where I faced my fear of the feared vice principle 
(who was really a pussycat) who taught me to touch type. I was a model student, as the first 
to progress to using the electric golf ball typewriter I had my own space to bash out on the 
keys at speeds you only see in the movies. 

Over the next few years’ marriage, children and a pet or two happened. I was on the school 
council and president of the kindergarten. I was busy with life as a wife and mother. I 
quickly forgot about my dream of working in an office as other priorities were now driving 
my life.  

I loved to volunteer, be of help wherever I could. At the local Country Fire Authority I was 
the brigade secretary and a volunteer firefighter, I was in the Red Cross and also 
volunteered for Riding for the Disabled. The enjoyment I received from helping others was 
now creeping back into my life. Then one day I was having a discussion with a CFA officer 
who told me about a job that was available and he suggested I should apply. Well, long story 
short, I applied, went through the interview process, I was successful, and BOOM. I was 
finally working in an office where I could make an impact.  

As a process and systems person, I was always looking for ways to improve things and over 
the years I worked in some amazing corporate roles including the CFA, Calvary Hospital in 
Hobart and Amrad in Richmond (now defunct) where I was the quality administrator of a 
small team who built systems and process so the company could achieve their Good 
Manufacturing Practice License (no mean feat considering you had to get approval from the 
Therapeutic Goods Administration). Then came Myer, (not Myers as it is often referred to, 
pet peeve). This business would soon consume me. I went in as a temp for three months 
and left after 10 years of full time employment (give or take a couple of months). 

Myer was where I could be braver, bolder, and take giant steps to make an impact. As an 
executive assistant to the then general manager Prakash Menon, whose book Mumbai to 
Myer credits a short conversation with me as being the turning point of his life at that time.  

I would be part of a team that would change the company forever after their 2006 takeover 
by Texas Pacific Group. With Prakash driving the monumental multimillion dollar change, 



	

	

we turned the direction of the company around within 12 months, built four new 
distribution centres around Australia as well as four new hubs offshore in China and 
Singapore, saving over $25 million (yes, 25 million dollars) to the company’s bottom line in 
the first year. Now that’s making an impact. 

Prakash, by now a director and member of the management board of Myer, would often 
introduce me like this: “This is JJ, she tells me to sit, I sit, she tells me to stand, I stand.”  
Prakash never underplayed my value to anyone, no matter what his or her title might be, 
president, vice president, CEO … it didn’t matter, Prakash always gave me credit for what I 
did and publicly. He was always singing my praises and still does to this very day, a 
friendship that has spanned 14 years. 

Times were changing though, and the pendulum was changing direction. I’d reached the top 
of the tree for me at Myer, there was nothing else there to interest me, or that I saw as a 
challenge.  

Then one day, I receive a call from Prakash. “Meet me for a coffee JJ.” Out of this coffee 
catch up was born the idea for JMJ - EA for a Day. Three months later, I’d left Myer and 
was working in my home office with a couple of clients.  

Fast forward six years and JMJ - EA for a Day is still making an impact. As a result of the 
business, my husband and I now live a lifestyle we’ve dreamed about, we own our dream 
home, have our bit of land, we grow fruit and vegetables and look after six chickens, a dog 
and a cat.  

I get to go to into my office, turn on my Mac and help others make an impact in their 
businesses and their lives. So this year, I’m making some changes to my offers, how I price, 
and to The VA Project. I’m leveraging my business so I work fewer hours, but continue to 
help by sharing my expertise. 

Thank you for buying my book and reading my story.  

“Be yourself, follow your heart, and take action. There will always be a regret 
if you don’t. Who knows how you can make an impact.” 



	

	

Getting started  

As virtual assistants one of the most uncomfortable positions we can put ourselves in is the 
first meeting with a potential client. 

It’s procrastination time. We um and ahh as the thought of meeting a potential client is 
filled with what ifs: what if they ask me this or that? what if they don’t come on board? what 
if I don’t like them? what if they don’t like me? what if they don’t like my rate? what if … 
what if. It’s this thought process that spins us into overdrive, in overthinking everything we 
try to remember what to say word for word and we don’t end up feeling comfortable or 
looking confident. 

What we want is for the meeting to go so smoothly that at the end of it we take on a new 
client. It’s lovely to dream isn’t it? As a seasoned online business manager I did my fair 
share of initial meetings, Skype calls or phone calls and they didn’t all go according to plan. 
Over the years though, I figured out there is a very common theme with all prospective 
clients: often they themselves don’t know how to act or react, let alone how to work with a 
virtual aassistant, so their questions tend to be a bit on the ‘lame’ side.  Never the less, they 
do ask them, and they expect an answer.  

This book will explore the most common questions that you should know the answer to 
(and what they really mean), however this doesn’t mean you need to give the stock answer 
response, you'll gain insight around tailoring your answer to individual client needs.  

Being a virtual assistant, administration consultant, online business manager or freelancer 
(or whatever it is you want to call yourself) doesn’t mean you need to fit into just any cookie 
cutter mould. In fact, you shouldn’t. Your potential client is looking for you to make a point 
of difference, to take the lead, to be strong and decisive. 

To pull this off, you need to have confidence in yourself and in your own abilities.  If you’re 
not quite there yet, this book will help you gain that confidence and know how to answer 
the questions under different circumstances. 

Feel free to use the table of contents to jump your way through the questions, however there 
is no specific order that a potential client may ask them in so you can flip straight to the 
most helpful section for your needs.  



	

	

Question One “If you had to describe yourself in three words, 

what would those three words be?” 

What your potential client is looking for 
This is an interesting question, because the person asking it is looking to see how well you 
know yourself, and how confident you are in talking about yourself.  

The first thing that generally pops into your mind is “Crap, I knew this one would come up, 
I hate talking about myself.”  Don’t launch into War and Peace, your potential client is not 
looking for an elevator speech now, the timing isn’t good.  

Your prospective client will use these three words to determine if you’re compatible with 
them, if you’re a push over or if you are bossy, and gain an insight into your personality 
type.   

They want to work with someone who takes charge and is confident and assertive when 
they need to be, but they won’t be interested in working with someone who is meek, mild or 
indecisive. They want your help to run the show, not to be micromanaging you. 

What my three words are 

Several years ago, a client was having their team undertake StrengthFinders, an 
internationally recognised web-based assessment of normal personality from the 
perspective of Positive Psychology. The idea was to find out where their strengths lied so 
their leader could maximise their strengths for the betterment of both them and the 
company. I was fascinated to learn more about myself, why I felt and did the things I do.  
 

Think about it this way, sometimes you try so hard at something and it just doesn’t work. It 
leaves you flat and feeling useless because you couldn’t do it. The fact is that whatever you 
were trying to do might as well have been like trying to put a square peg in a round hole. It 
just doesn’t fit.  

In order to function well in business, you need to know where your strengths lay.  In order 
to be the SME in your chosen niche, knowing your strengths will help you to focus on and 
build a stronger business. Know your strengths and you will know the type of client you 



	

	

want to work with and the niche you want to work in. When I undertook the assessment, I 
received five strengths.  

1. Achiever 

2. Command 

3. Learner 

4. Relator 

5. Significance 

You’re curious now aren’t you? You can take the test here. Or copy and paste this link into 
your browser. http://strengths.gallup.com/default.aspx 

For the sake of this exercise and in relation to this question, the three I would choose are 
below. 

- Achiever 

Why? I set myself challenging goals, and I’m self motivating. I like to partner with people 
who are strong and disciplined because they help me to be more efficient. 

- Learner 

Why? I look for opportunities to teach and reflect.  It’s important to me to be able to share 
with others what I’ve learnt. Each year, I look for something new to learn for personal 
development, something that will help me drive the next 12 months. I’m a catalyst for 
change, happy to take on board new things, it keeps the world going around. 

- Relator 

Why? I like to surround myself with my tribe. I find people interesting and love to learn as 
much as I can from those I meet. Helping people move forward, to be all they can be, to be 
better than they were yesterday and even better tomorrow is important to me. Maintaining 
contact regularly is the final piece that keeps it all together. 

http://strengths.gallup.com/default.aspx


	

	

Possible answer 
Think deeply about who you are and the qualities you posses. The stock standard “nice, 
friendly, team player” is not what they want to hear, really! Do yourself a favour and 
understand who you are by knowing your strengths and weaknesses by undertaking a 
Clifton StrengthsFinder assessment by clicking here or by copying and pasting the URL into 
your browser http://www.strengthsfinder.com/1  

There is a small fee when you register to undertake the personality assessment but it will be 
well worth it, you may even be surprised by the results. 

 “Understanding who you are will give you the confidence to be.“ 

 

																																																								
1 Is not an affiliate link 

http://www.strengthsfinder.com

