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Expanded Virtual Assistant Service 
Categories 
At Business Consulting Virtual Assistant Services, we go beyond administrative 
support to provide specialized, high-impact virtual assistance across digital, creative, 
operational, and personal areas.​
 Each service category is tailored to help you stay productive, visible, and organized 
while we handle the details. 

3. Social Media & Digital Marketing Support 

In today’s digital world, maintaining an active online presence is essential — but 
managing it can be overwhelming. Our team helps you build and maintain your brand 
visibility across multiple platforms. 

Our support includes: 

●​ Content Scheduling & Posting: Consistent updates across Facebook, 
Instagram, LinkedIn, or X (Twitter).​
 

●​ Content Planning: Monthly or weekly social media calendars aligned with your 
goals and audience.​
 

●​ Engagement Management: Responding to comments, DMs, and inquiries to 
build relationships with your audience.​
 

●​ Caption & Copywriting: Creating clear, professional, and brand-aligned 
messages for every post.​
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●​ Analytics & Reports: Monitoring growth, engagement, and reach to guide 
strategy improvements.​
 

●​ Advertising Support: Coordinating paid ad campaigns and boosting posts 
where necessary.​
 

Result: Your brand stays visible, professional, and connected — even when you’re busy 
growing your business. 

4. Content & Creative Services 

High-quality content communicates your brand’s message and builds trust with clients. 
We support your creative needs through professional writing and design services. 

What we offer: 

●​ Copywriting & Editing: Clear, engaging content for websites, proposals, and 
company profiles.​
 

●​ Blog & Article Writing: Well-researched posts to position your brand as an 
expert.​
 

●​ Graphic Design: Custom social media graphics, flyers, brochures, and 
presentations using Canva or PowerPoint.​
 

●​ Document Branding: Formatting company templates, reports, and marketing 
materials.​
 

●​ Email & Newsletter Drafting: Professionally written content for client 
communication and marketing.​
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●​ Transcription & Proofreading: Converting audio or meeting notes into clean, 
editable documents.​
 

Result: Every document, post, or publication from your business looks polished, 
on-brand, and professional. 

5. Customer Support & Client Care 

Delivering excellent customer service builds loyalty and trust — and we make that easy 
for you. We act as your reliable communication bridge with customers, ensuring fast 
and friendly responses every time. 

Our support includes: 

●​ Inbox & Chat Management: Responding to client messages, inquiries, or 
support tickets via email or platforms like WhatsApp, Zendesk, or Freshdesk.​
 

●​ Client Onboarding: Sending welcome emails, resource kits, and setting up 
introductions for new clients.​
 

●​ Feedback & Follow-Ups: Checking in after service delivery to ensure 
satisfaction and capture feedback.​
 

●​ Complaint Resolution: Handling queries or issues professionally, maintaining a 
positive brand image.​
 

●​ CRM Updates: Recording client interactions and updating databases with 
current information.​
 

Result: Your clients feel valued, heard, and well taken care of — improving retention 
and reputation. 
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6. Business Operations & Project Support 

We help you streamline how your business runs daily by offering organizational and 
project support. This service is ideal for entrepreneurs and small teams that need a 
structured system to manage operations efficiently. 

Our support includes: 

●​ Project Coordination: Tracking deliverables, updating timelines, and assigning 
tasks.​
 

●​ Process Documentation: Creating Standard Operating Procedures (SOPs) to 
standardize workflows.​
 

●​ Reporting & Analytics: Summarizing key performance indicators (KPIs) and 
progress reports.​
 

●​ Recruitment Support: Posting job ads, scheduling interviews, and shortlisting 
candidates.​
 

●​ Vendor & Partner Management: Coordinating with suppliers and service 
providers.​
 

●​ Team Communication: Maintaining smooth internal communication through 
shared tools (Slack, Trello, ClickUp, etc.).​
 

Result: You gain a structured, efficient business system that runs smoothly — even 
when you’re not hands-on every day. 

7. Personal & Lifestyle Management 
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We know that success in business often requires balance — and we’re here to make 
your personal life easier, too. Our personal assistance services are designed for 
executives, entrepreneurs, and busy professionals who want to delegate daily tasks. 

Our support includes: 

●​ Personal Scheduling: Managing personal appointments, family events, and 
reminders.​
 

●​ Travel Coordination: Booking flights, hotels, airport transfers, and creating 
travel itineraries.​
 

●​ Event & Gift Management: Planning personal or family events, purchasing gifts, 
and managing RSVPs.​
 

●​ Errand Coordination: Liaising with service providers or local assistants for 
errands.​
 

●​ Personal Budget Tracking: Recording expenses and helping you stay 
financially organized.​
 

Result: You reclaim your time and maintain a healthy work-life balance while staying 
organized and stress-free. 

Why Choose Our Extended VA Support 

●​ Dedicated specialists for each service category​
 

●​ Flexible monthly or project-based plans​
 

●​ Confidential, reliable, and professional service​
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●​ Scalable support for both individuals and teams​
 

Let us handle the background work so you can focus on what truly drives your growth 
and peace of mind. 
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