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Disclaimer 

The material in this publication is of the nature of general comment only, and does not 
represent professional advice. It is not intended to provide specific guidance for particular 
circumstances and it should not be relied on as the basis for any decision to take action or 
not take action on any matter, which it covers. Readers should obtain professional advice 
where appropriate, before making any such decision. To the maximum extent permitted by 
law, the author and publisher disclaim all responsibility and liability to any person, arising 
directly or indirectly from any person taking or not taking action based on the information 
in this publication. 
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The decision to start your VA business or improve on your current one is always an 
exciting one as we get to implement everything we’ve got in our heads and on our 
notepads. The 8 workbooks are built on my IP, they are created from my mistakes and 
successes and ultimately, they show you how I created my business, JMJ - EA for a Day.  

You will learn, create, imagine, and get scared along the way, but I will be right here with 
you providing you the tools you need to create your VA Business but you need to provide 
the tools and knowledge in order for you to make it a success. There are lots of exercises for 
you to do in each of the workbooks. These will be important for you as you. They will give 
you a deep understanding of what you need and don’t need. What to include in your plans 
and what not to include. Ultimately, what you do with these workbooks is totally up to you, 
but whatever you do decide, I sincerely hope that you use them how they are intended as 
an information resource on which you can build with your own ideas and skills. 

I’ve done all the hard work for you. I’ve spent years of long hours and late nights to build 
my business from one client to many, from one person to a team of 7 (including myself). 
Running any business from home, no matter what it is, isn’t easy. Be prepared to put in the 
hard yards to reap the benefits.  

“You must be dedicated to yourself and to your own success to be successful.” – 
Jacqui James 

These workbooks will ‘help’ you build a business on a solid foundation that over time will 
allow you to reap the benefits. However, only you can do that, you are the one who needs to 
put in the hard yards, the hours, the learning, the tenacity, and the development.  

Take your time; work at your own pace through this and / or the other workbooks. Arm 
yourself with lots of paper, pens / pencils whatever it takes to get your creative juices 
flowing but most of all, have fun and be inspired. 
Best wishes, 
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PLANNING YOUR BUSINESS STRUCTURE 

This is one area you will need to think long and hard about, and I strongly advise that you 
get expert financial advice from your financial adviser or accountant before making any 
decisions on this legal / financial structure for your business.  

In Australia, at this present time (March 2017) there are five areas of business that are 
available for consideration. 

1. Sole Trader** 
2. Company 
3. Partnership 
4. Trust 
5. Co-operative 

The most common** would the sole trader. Before I got all the formalities finalised, I spent 
time talking with my accountant about what was the best for my circumstances. As a 
bonus, operating in Australia as a sole trader is not as restrictive as the other options 
available. 

Depending on what structure you decide to go with; whatever is the best for you. Below are 
a few other things that you also need to consider: 

§ How much tax you are likely to pay? 

§ How much control do you want to have over your business? 

§ What licenses and permits you might require 

§ Will you charge GST? 

§ What are your responsibilities as the business owner 

§ What costs are you likely to incur on a regular basis 

In Australia, we enjoy the freedom of being able to alter our formal business structure 
throughout the life of a business. You are able to scale up and down depending upon the 
demands of business if you are a Sole Trader. One thing I really enjoy is there are fewer 
reporting requirements. In this category, you are not considered to be an employee of your 
business so there is no need to pay payroll tax, superannuation or workers compensation 
insurance on the income you may draw from your business.  
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There are also disadvantages, you are at risk if anything goes wrong and you’re personally 
liable to pay tax on all income from the business.  

NOTE: I cannot stress this enough, always speak with your accountant or financial advisor 
before making any decision about which formal structure is best for you, your 
circumstances and your business. What I did for JMJ - EA for a Day was right for me, and 
our circumstances at the time. Everyone is different. 

DON’T RUSH YOUR BUSINESS 

There is no need to rush your business. I understand you’re excited, and it’s all you can 
think about, but small steps are needed at this stage. You don’t want to be rushing into 
anything that you can’t change later on. Or at least can’t change without it costing you 
money.   

I won’t gloss it over for you, I won’t give you any buzz terms or make you think that once 
you undertake these workbooks you will create and grow a mammoth VA business that will 
keep you in the lifestyle that you would love to be accustomed to.  

It may seem cumbersome, and to some it may seem not necessary, but I highly recommend 
you prepare a business plan. Your business plan will help you gain clarity around what 
you’re thinking and what will or can be reality. You will also find that by preparing a plan it 
will highlight other opportunities to you.  

Your business plan should include the following aspects to ensure you cover areas within 
your business. This list isn’t exhaustive but it’s a great start: 

§ Your niche 

§ Your target market 

§ Your competition 

§  Goals 

§ Personal development 

§ Products and services 

§ Pricing strategy 

§ Insurance 

§ Disaster recovery plan 
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§ Risk management plan 

§ Marketing plan 

§ Asset register 

§ Equipment list 

§ SWOT analysis 

§ Financial Analysis 

§ Vision plan 

§ Action plan 

TIP: Your business plan is a working document; it’s not a set and forget tool. You should 
refer to it regularly and update it.  

SWOT ANALYSIS 

Strengths, Weaknesses, Opportunities, Threats. Sounds a bit scary when put together like 
this, but it will give you an overall picture of what you need to do, in order to drive your 
business in the direction you want to go in.  Another bonus of doing a SWOT analysis is 
knowing where your weaknesses are in the business, and it will help you can determine the 
best way to eliminate them.  

You can use the SWOT for checking out your competitors too; it’s a great way of 
highlighting the differences between you and them. 

I’ve got a SWOT table further down for you to complete. Print enough copies so you can do 
one for your business and one for each of your major competitors. Use this information to 
help you continue with and update your business plan or to help you prepare your business 
goals and strategies. 

HOW TO DO A SWOT ANALYSIS 

Strengths 

Consider your business advantages, what makes you the expert, what makes you unique. 
What is your unique selling proposition? 

Weaknesses 
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Consider ways in which you can improve, what don’t you need to be doing, what stops me 
from getting the client over the line? 

Opportunities 

Consider what you can implement, what is trending in your niche or for your target 
market. How is technology making things better? 

Threats 

Consider what roadblocks you have. What your competition is doing, what happens if your 
equipment doesn’t work, if clients don’t pay on time. Could any of these issues seriously 
impact how you do business? 

HOW OFTEN SHOULD YOU CONDUCT A SWOT ANALYSIS? 

You should schedule this in to do periodically, at least every 6 months, if you are updating 
your business plan. Doing it once and filing it away won’t achieve anything other than 
waste your time. Look at it as a way of fine tuning your business strategy and keeping it 
aligned to your goals and expectations.  

There are other uses for a SWOT analysis, not just keeping your strategies aligned. When 
every you need to make major decisions for your business, the first thing you should reach 
for is a SWOT. I would also consider doing one for your: 

§ Marketing 

§ Joint ventures 

§ Products 

§ Services 

§ Social Media 

Anything new that you want to create for your business should go through an analysis and 
a SWOT will be the perfect way to do it.  
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STRENGTHS 
What are your businesses characteristics; are they strengths? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

WEAKNESSES 
Can I gain opportunities by eliminating my weaknesses? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OPPORTUNITIES 
Can you open up new opportunities by considering your 
strengths? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

THREATS 
Consider anything that can put a halt to business. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Exercise 1 - Complete your SWOT Analysis 
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NEXT STEPS 

If ever I asked my sons’ a question when they were living at home, the response was often, 
‘Google it Mum’. So Google it I did. It was a no-brainer when it came to finding the 
information that I needed that was going to help me set up the structure of my business. 

In Australia, you cannot go past the Australian Small Business website. 
http://www.australiansmallbusiness.net.au/ 

This is where I started my research, as I looked at everything from tax to getting an ABN, 
business registration and GST information. If your state / country does have their own 
small business website, you will find this invaluable. Make sure you spend time getting 
familiar with the laws and compliance requirements in your neck of the woods, and don’t 
forget to bookmark sites because I’m sure you will go back time and time again to find out 
other business related information. 

Here are some suggested sites for a few countries. I am not recommending them; they are 
just a sample of the sort of help and information you can get in these five countries. 

§ In America try Business USA https://business.usa.gov/start-a-business  

§ In the United Kingdom try the Government site https://www.gov.uk/set-up-
business 

§ In Canada try Canada Business Network http://canadabusiness.ca/starting/ 

§ In India try Trak.in http://trak.in/2009/starting-business-in-india-simplified-
process/  

§ In Asia how try Enter Singapore Business 
http://www.entersingaporebusiness.info/ 

Depending on the type of VA business you are going to create will depend on what you 
need to comply with. For example, if you plan on going out to client offices to work, you 
will need to consider insurances to protect both yourself and your client. We will cover this 
off more in the How to Plan Financially for Your Business workbook. 

Other things to research for your business: 

§ What are the local council regulations?  

§ Are you planning on advertising your business on your property? 
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§ Will you be moving into rented office space?  

§ What do you need to do when it comes to rental / lease agreements? 

List the relevant information you find on your State Government website. How can you use 
this information to help you with your business and marketing plans? If you have more 
than five things on your list add them to the notes section or go nuts and use a separate 
piece of paper. 

List the 5 things your State Government says you need to comply with. 

1.  

2.  

3.  

4.  

5.  

Exercise 2 - List 5 things your business will need to comply with. 

APPLYING FOR YOUR ABN (AUSTRALIA ONLY) 

In Australia, if you’re any of the five business types, you must have an ABN (Australian 
Business Number). It is your unique identifier for your business, just like your tax number 
is or your social security number. This is a job you can do yourself, outsourcing this option 
via a broker ends up in unnecessary cost. 

The whole process only takes about 20 minutes; you answer the relevant questions, and 
apply. If you live outside of Australia, please check with your State / Government or 
relevant business website for information specific to your region. 

REGISTERING YOUR BUSINESS NAME 

In Australia, you don’t need to register your business name if you are using your name.  
However, if you are not going to use your name as your trading name, then the first place 
to check out, is the ASIC website http://asic.gov.au/for-business/registering-a-business-
name/  
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If you are outside of Australia, visit your State Government website for relevant business 
information or your local business organisation. 

I’m often asked, “What comes first, the Domain Name or the Business Name?” I’d say the 
business name. If you buy a domain with the name you want, without checking to see if the 
name is available in your country, you will be throwing money away. That’s not a great way 
to start a business.  

Do a business name search to see if the name you want is available, then do a search to see 
if the domain is available. If the domain isn’t available, ask yourself, “Is it a good idea to 
have different business and domain names?” In my thinking, it’s not a good idea. Your 
business name and your domain name form your part of your branding, your business 
identity. Starting out with conflicting names, will do nothing but confuse your client / 
customers and cost you more money in the long run trying to sort it out. 

DOES IT COST TO REGISTER MY BUSINESS NAME AND ABN? 

Yes, there will be a small cost and the same for applying for an ABN number. If you do 
these through your State Government websites in Australia, you will pay far less than if you 
use a broker.  

Your ABN number is a unique identifier to your business, it’s like your TFN is to you, as an 
employee, and it will never change. If you want to add more business names later on, you 
don’t need another ABN. At the point of writing this workbook in March 2017 you can have 
up to 10 business names against one ABN number. 

Do some more research and write down in dot point form, what you need to do to make 
your business official. 

What do I need to do to make my business official? 
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What do I need to do to make my business official? 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exercise 3 - What do I need to do to make my business official? 

WILL YOU OPERATE A PRACTICE OR A BUSINESS? 

If you were operating a practice, I would recommend using your own name and registering 
your name as a domain. Then again, if you were operating a business, I would recommend 
you use your business name as your domain name. 

So, what is the difference between a practice and a business?  A practice is built on IP; you 
can’t sell it like you could a physical / bricks and mortar type business because you’re 
unique, you can’t sell you. A business made of bricks and mortar, with product or service 
has a retail value. You can operate a practice as a sole trader in Australia from your home 
or externally. To find out about what is required outside of Australia, you will need to 
research your State / Country laws. 
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WILL YOU NEED INSURANCE? 

Depending on the types of services you are going to offer, you may need to think about 
insurance at some point, note it doesn’t have to be straight away. If you work from a 
client’s office, you may need insurance to cover you should you cause damage to their 
equipment. 

TIP: If you have contents insurance and you haven’t notified your insurer that you’re 
running a home business, you may well find yourself in trouble if anything happens and 
your equipment is damaged. Check with your insurer. 

If you do intend to work from a client’s office, you will need coverage specifically if you do 
not take and use your equipment. If you use a client’s computer and accidently spill water 
on it, or if moving things around you drop something and break it. As a professional, you 
should have insurance to cover any mishaps. 

I suggest you contact whomever you have your personal insurance through, let them know 
what you are doing and be guided by their recommendations. However, ask other VA’s also 
what they have in place to protect their equipment and income.  

WILL YOU NEED PERMITS? 

Contact your local council to see what is required if you are planning on advertising 
externally around your home. You may find that you need a permit to put a sign up on your 
fence or in your yard.  

What needs to be done to gain a permit? 

 

 

 

 

 

 

Exercise 4 - What do you need to do to gain a permit? 
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MARKETING 

Now that you’ve gone through the structure part of your business, a vital part of your 
business plan is your marketing. Here is some information on how you can market the 
business you’ve created. 

The thought of marketing your business, when marketing isn’t second nature to you can be 
a daunting.  It’s a necessity, how else are your clients’ going to know about you and your 
brand.  

Marketing is a huge melting pot of everything that is strategic or goal orientated in your 
business. It’s about knowing your niche, your target market, understanding their 
requirements and what social media platforms will be best for you to utilise. Once you 
know all this, you can then develop the right products or services to support your target 
market.  

Learning what works, what doesn’t work isn’t an overnight job. Haven’t you heard 
everyone’s an expert when it comes to marketing? You’ve seen them; your Facebook news 
feed and Twitter feed are constantly full of everyone spouting marketing advice. After 6.5 
years, I’m still experimenting, because everything keeps changing. The beauty of using 
online to market your business is that it’s a living beast, forever changing. Therefore, your 
marketing needs to be constantly changing too.  

When you think about marketing, you need to think about promoting you, your brand, 
your product and your overall business. Marketing isn’t just about online, press, TV etc. 
You need to consider how you answer your phone, how you represent yourself, right down 
to your email signature. 

Find out what your target market want, where they hang out, what they talk about and 
what they read before you start marketing.  

Learn all you can about marketing your business by watching other VA’s find out what 
works and what does not work. Marketing doesn’t have to cost you a lot of money, or any at 
all. But it can if you don’t do your homework first. 

Get started on some research, and write down ten ways that you can market your business 
for free. This information should also form part of your business plan, and of course your 
Marketing strategy. 
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Ideas for promoting my business for free. 

1.  

2.  

3.  

4.  

5.  

6.  

7.  

8.  

9.  

10.  

Exercise 5 - 10 ways you can market your business for free 

BRANDING 

Branding is the consistency between you, your service, your business and your product. 
Your branding is what helps your client associate a particular style with you. Things you 
should consider when working out your brand should be: 

§ Colours 

§ Format 

§ Style 

§ How you present yourself to the public 

§ Your logo 

§ Your fonts  

§ Your website  

§ What colours resonate with your target market 

§ Your message 
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Create a style guide. This will become your go-to, to share with anyone that is going to be 
sharing your business from team members to joint ventures. This will ensure that everyone 
who is working for you or with you, shares your brand the way you want it to be shared and 
stops misrepresentation of your business.  

You can read up more on marketing and branding in How To Build Your Brand For Less. 

ATTRACT THE BEST CLIENTS 

A huge part of your business is about the type of client you have, and that will depend upon 
your niche market. 

Target the right networking events and hang out where your niche hangs out. 

TIP: When I network, I tell people I am not looking for new clients. Immediately their 
whole position changes from being guarded to relaxed and informal.   

When you network, people assume that you are only there to sell your business (and 
mostly that is true), but you need to do it in such a way as to not drive business from you 
but to bring it to you. 

DEVELOP A NETWORK STRATEGY 

Part of your business development should be around your networking strategy. You don’t 
want to go in guns blazing, and you don’t want to scare prospective clients off by seeming 
desperate. You need to find a balance that you can professionally portray. 

Think twice about going to networking events where my niche market 
DOESN’T hang out. 

Attending events where your target market won’t be just so in the off chance that someone 
knows someone that may be interested in a VA are not good odds. That time wasted could 
have been spent on more productive activities for your business. 

Use the networking events to your advantage; show off your expertise, offer up advice, be 
relational and ask questions about the networker’s businesses. Show a genuine interest. 
But don’t sell. You may be hanging out for a client, but your target market will run a mile if 
all you’re going to do is sell yourself.   
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Be the expert – act like an expert - you’ll be treated like an expert. 

Come in from a point of confidence, show a genuine interest in them and what they do, 
bring in the scarcity factor, nothing makes you want something more than knowing you 
can’t have something.  

Have your elevator speech ready, be relational, ask questions and be friendly. After all, the 
reason you are there is to create business relationships. You want them to sing your praises 
even if they don’t become a client.  

TIP: An advocate for you and your business is just as powerful as being a client, because 
they will find your clients for you. 

When you act like an expert you will be treated like an expert. 

Use this table to help you remember who and why you want to work with a specific area. 
You will be able to revisit this when you work through How to Zero in on a Niche and 
Target Market. 
 

Who is your 
ideal client?  

Why are they 
your ideal 
client? 

 

What do you 
want to know 
about them? 

 

What can you do 
for their 
business? 

 

Where do they 
hang out?  

What social 
media platforms 
do they use? 

 

Exercise 6 - My ideal client is? 
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NOTES 
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How to Build Your Brand for Less will guide you 
through your marketing and brand positioning. Find 
out what to spend your time on that will give you ROI. 

 

How to Zero in On a Niche and Target Market 
will show you how you can find your ideal clients, 
become the SME in your chosen niche and look after 
your bread and butter clients. 

 

How to Create a Pricing Strategy will take you 
through how to charge what you are worth based on 
your experience and skills. Always seek financial advice 
from a professional when it comes to your business. 

 

How to Create a Winning Website will show you 
how to get the most out of your most valuable business 
tool. How to think of the big picture and design for 
your target market, not you. 
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How to Set Up Your Business Structure and walk 
the business track without getting derailed. This 
workbook will show you how to lay out your business 
structure to set yourself up for the win. 

 

How to Plan Financially For Your Business will 
show you how I planned JMJ – EA for a Day. What 
mistakes I made and how I over came them to create a 
successful business. Always seek financial advice from 
a professional when it comes to your business. 

 

The Resources Behind Your Business will guide 
you through some amazing resources that will help 
you. Find out what I use in JMJ – EA for a Day and 
how they make a difference to my business. 

 

List Collection is the ultimate business checklist 
book Everything you need to get done at different 
stages of your business.  
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Template Collection is a comprehensive book of 
templates that I have created for and used in JMJ – EA 
for a Day. 

 

10 Questions – How You Can Avoid The Deal 
Breakers  
10 Questions every Virtual Assistant needs to know the 
answer to, so you can get more clients. 
 
The ultimate resource book to help you get more out of 
meeting with a client or a potential client for the first 
time. 
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About 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.  
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Excerpt from Driven: Whatever It Takes by Prakash Menon 

The next day, I was meant to go and see Bernie and let him know of my decision, 
whether to stay on and take on the challenge – or whatever it meant. I reached a 
decision. I thought, “No, it’s not worth it. It’s just… give it in.” I went to the office 
and met Jacqui. “This is what I’m thinking, Jacqui – it’s not worth it. It is too much 
of a huge thing…” 

Her words were, “Prakash, I’ve seen you in action before. You are one of the finest 
executives I have ever worked for in my life. I have seen other players as well, 
other Directors and Managers. But you are one of the most approachable, honest, 
sincere and really hardworking people. Why would you accept defeat and failure 
because of the incompetency of some others? I know that twenty-eight people, like 
passengers really, had ring leaders, and baggage and all that. Because of their 
issues, you are being dressed down – fine, fair enough. You are the Director of a 
team and obviously Bill and Bernie are doing what is right as far as private 
equity: if you don’t perform, you’re out. But don’t let that prevent you from making 
a success of it.: 

That thirty-second comment – that changed it all. That’s just another reason I 
have a lot of respect for Jacqui. 

Jacqui said, “Why are you accepting other people’s failures and making it your 
own?” 

It triggered a response in me. “You’re probably right. I’m probably too soft on 
people.  

I went to see Bernie 10 minutes later. He was sitting with his diary, and had a 
grumpy look on his face. “So what have you decided?” 

I said, “I’m going to stay on. I will deliver you a world-class Supply Chain.” 

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. 
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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.” 
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