
100 THINGS AN
ADMIN OR EXECUTIVE VIRTUAL ASSISTANT

CAN TAKE OFF YOUR PLATE



For many business owners, it’s not the big decisions taking up all their time,
it’s the hundreds of smaller things sitting in their head.

The emails that need a reply.

The meeting that needs organising.

The client who needs following up.

The process that still hasn’t been documented.

The CRM that needs updating.

The project everyone is waiting on.

The task you’ve reminded yourself about six times.

An Administrative or Executive Virtual Assistant can take ownership of those
moving pieces, giving you more time, headspace and capacity to focus on the
work that actually needs you.

And with AI, automation and smarter systems now part of the way we work, a
great VA can do far more than simply “help with admin.”

They can help you organise, coordinate, systemise, follow up, streamline and
keep things moving without you being the bottleneck.

So if you’ve ever wondered...
“What could I actually hand over to a VA?”

Here are 100 ideas.

What would  change  in  your  bus iness  i f  you
stopped be ing  the  person who had to  remember ,
organise ,  fo l low up and keep everyth ing  moving?



EXECUTIVE SUPPORT

01. Proactively manage your calendar
Keep your calendar organised and make sure your t ime ref lects
your actual priori t ies.

02. Protect focus time
Block out t ime for deep work and prevent your calendar from
becoming wall- to-wall  meetings.

03. Manage meeting requests
Coordinate avai labi l i ty and handle the back-and-forth without
involving you.

04. Prepare meeting agendas
Make sure you walk into meetings knowing exactly what needs to
be discussed.

05. Create meeting briefing notes
Pull  together relevant emails, documents, background information
and previous actions before important meetings.

06. Track meeting action items
Turn discussions into clear act ions, owners and deadlines.

07. Follow up on your behalf
Chase team members, suppliers, cl ients or stakeholders so you
don’t have to.

08. Maintain a commitments tracker
Keep track of the things you’ve promised to do, send or fol low up.

09. Prepare weekly priority summaries
Give you a clear view of what’s happening, what needs attention
and what’s coming up.

10. Coordinate leadership or team meetings
Manage agendas, attendees, documents, notes and fol low-ups.

11. Manage stakeholder communication
Keep communication moving with important cl ients, partners,
suppliers and team members.



EXECUTIVE SUPPORT

12. Gatekeep requests for your time
Help determine what genuinely needs your involvement and what
can be handled elsewhere.

13. Coordinate business travel
Manage f l ights, accommodation, transfers, bookings and
it ineraries.

14. Prepare travel it ineraries
Put everything you need for a tr ip into one organised i t inerary.

15. Keep you accountable to priorities
Help make sure important strategic tasks don’t disappear
underneath day-to-day business demands.

INBOX & COMMUNICATION

16. Organise your inbox
Create folders, labels and systems so your inbox is easier to
manage.

17. Triage incoming emails
Identi fy what’s urgent, what can wait and what your VA can
handle without you.

18. Draft email responses
Prepare responses for your review or send approved responses
on your behalf.

19. Respond to routine enquiries
Handle common questions without everything landing back with
you.

20. Flag emails requiring your attention
Give you a short l ist rather than expecting you to work through
hundreds of messages.

21. Follow up unanswered emails
Make sure opportunit ies and conversations don’t quiet ly
disappear.



INBOX & COMMUNICATION

22. Manage shared inboxes
Keep support,  accounts, enquir ies or general inboxes organised
and responded to.

23. Create email templates
Build templates for common enquir ies and recurring
communication.

24. Manage voicemail and messages
Record, categorise and action messages that come into the
business.

25. Maintain communication records
Make sure important conversations and outcomes are
documented where the team can f ind them.

CLIENT & CUSTOMER EXPERIENCE

26. Manage new client onboarding
Coordinate forms, agreements, welcome emails, appointments
and access.

27. Manage client offboarding
Make sure every step happens consistently when a cl ient
f inishes.

28. Send client reminders
Keep appointments, deadlines, payments or required information
on track.

29. Follow up outstanding client information
Chase documents, approvals, forms or information your team is
wait ing on.

30. Update client records
Keep contact detai ls, notes and important information current.

31. Manage your CRM
 Keep contacts, opportunit ies, stages and records organised.

32. Follow up leads and enquiries
Make sure potential cl ients don’t fal l  through the cracks.



INBOX & COMMUNICATION

33. Update sales pipelines
Keep opportunit ies moving through the correct stages.

34. Coordinate appointments
Handle bookings, rescheduling, confirmations and cancellat ions.

35. Send review requests
Build a consistent process for asking happy cl ients for Google
reviews or test imonials.

36. Gather customer feedback
Send surveys or feedback requests and organise responses.

37. Track client milestones
Remember anniversaries, renewals, birthdays or important cl ient
dates.

38. Maintain client portals
Keep resources, documents and information organised and
current.

OPERATIONS & SYSTEMS

39. Create and maintain SOPs
Turn recurring processes into clear step-by-step documentation.

40. Turn Loom videos into SOPs
Take your recorded explanation and turn i t  into a usable process.

41. Maintain your SOP library
Keep procedures organised and update them as things change.

42. Identify repetitive manual tasks
Spot work that could be simpli f ied, templated or automated.

43. Build recurring task workflows
Create processes so important recurring work happens without
relying on memory.

44. Manage your project management system
Keep tasks, owners, deadlines and priori t ies current.



INBOX & COMMUNICATION

45. Maintain business dashboards
Keep important operational information in one place.

46. Manage software subscriptions
Track tools, l icences, renewals and unnecessary subscript ions.

47. Maintain your digital fi l ing system
Keep folders, documents and naming conventions organised.

48. Manage templates
Create and maintain standard documents, forms, emails and
checkl ists.

49. Coordinate software and system updates
Liaise with providers or team members when systems need
attention.

50. Maintain internal knowledge bases
Keep important business information accessible to your team.

PROJECT & TASK MANAGEMENT

51. Build project plans
Turn an idea or goal into clear tasks, milestones and deadlines.

52. Track project progress
Make sure tasks are actual ly moving rather than sit t ing
untouched.

53. Coordinate project deadlines
Keep everyone aware of what’s due and when.

54. Chase outstanding tasks
Follow up with the people responsible instead of you having to do
it .

55. Coordinate project contributors
Keep team members, contractors and suppliers al igned.

56. Maintain action registers
Keep a central record of act ions, owners and due dates.



PROJECT & TASK MANAGEMENT

57. Prepare project status updates
Give you a simple overview of what’s done, what’s next and
what’s stuck.

58. Organise project documentation
Keep f i les, decisions, notes and resources together.

59. Flag roadblocks early
Identi fy overdue tasks or missing information before they become
bigger problems.

60. Close out completed projects
Make sure documentation, f i les, f inal act ions and learnings are
captured.

TEAM & HR ADMINISTRATION

61. Coordinate recruitment administration
Manage applications, interview bookings and candidate
communication.

62. Schedule interviews
Handle calendars and candidate confirmations.

63. Coordinate new team member onboarding
Make sure accounts, documents, training and introductions are
ready.

64. Maintain employee or contractor records
Keep relevant documentation organised and current.

65. Coordinate training
Schedule sessions and make sure resources are avai lable.

66. Maintain training resources
Keep guides, recordings and documentation organised.

67. Coordinate performance reviews
Manage reminders, forms and meeting scheduling.

68. Maintain team directories
Keep contact detai ls, roles and important information current.



TEAM & HR ADMINISTRATION

69. Coordinate leave calendars
Keep visibi l i ty around hol idays and team avai labi l i ty.

70. Support team communication
Share reminders, updates and recurring internal information.

FINANCE ADMINISTRATION

71. Prepare and send invoices
Create invoices using your establ ished processes and systems.

72. Track outstanding invoices
Keep visibi l i ty over what has and hasn’t been paid.

73. Send payment reminders
Follow up overdue accounts using approved communication.

74. Organise receipts and expenses
Keep f inancial documentation ready for your bookkeeper or
accountant.

75. Process approved expenses
Manage routine f inancial administrat ion within agreed processes.

76. Maintain financial records
Keep relevant documents and transaction information organised.

77. Prepare information for your bookkeeper
Collate the records and documents they need.

78. Track recurring business expenses
Maintain visibi l i ty over regular costs, subscript ions and renewals.

RESEARCH & INFORMATION

79. Research suppliers and service providers
Find and compare potential options based on your requirements.

80. Conduct competitor research
Gather information about competitors, offers and posit ioning.



RESEARCH & INFORMATION

81. Research industry trends
Keep useful developments and information on your radar.

82. Compare software and tools
Research features, pricing and options before you make a
decision.

83. Research events and opportunities
Find relevant networking events, awards, partnerships or
speaking opportunit ies.

84. Prepare research summaries
Turn large amounts of information into something you can quickly
review.

85. Create comparison documents
Present options side-by-side so decisions are easier to make.

86. Gather information for proposals or meetings
Do the background research before you need i t .

AI & AUTOMATION

87. Turn meeting transcripts into action lists
Use AI tools to pul l  decisions, act ions and fol low-ups from
meeting recordings or transcripts.

88. Turn voice notes into polished drafts
Transform your rough thoughts into emails, documents or briefs.

89. Summarise long documents
Use AI to extract key information, decisions and actions.

90. Create first drafts of SOPs using AI
Turn recordings, notes and exist ing processes into structured
documentation faster.

91. Create AI-assisted meeting briefs
Pull  together relevant information and summarise i t  before
meetings.



AI & AUTOMATION

92. Build and maintain prompt libraries
Save effect ive prompts for recurring business tasks so the team
isn’t start ing from scratch.

93. Analyse customer feedback using AI
Identi fy recurring themes, questions, issues or opportunit ies
across larger volumes of feedback.

94. Create internal FAQs and knowledge bases
Turn exist ing business information into resources your team can
actual ly use.

95. Build AI-supported workflows
Combine AI with your exist ing tools to reduce repeti t ive manual
work.

96. Identify automation opportunities
Find processes involving copying, reminding, categorising or
moving information that could potential ly be automated.

PERSONAL & EXECUTIVE ADMIN

97. Manage personal appointments
Coordinate appointments that would otherwise interrupt your
working day.

98. Source and organise gifts
Handle gif ts for cl ients, team members, family or important
occasions.

99. Manage important dates and reminders
Keep birthdays, anniversaries, renewals and milestones on your
radar.

100. Handle the things you shouldn’t stil l  be doing
Those recurring l i t t le tasks that somehow keep f inding their way
back onto your l ist,  hand them over.



Start by looking for the things that:
Keep repeating.
Take up more headspace than they should.
Don't actually require you.
Keep getting pushed to next week.
Or simply shouldn't stil l  be sitting with the business owner.

A great Admin or Executive VA isn't  there just to t ick tasks off a l ist.
They're there to take ownership, create consistency and keep things
moving without you having to be involved in every step.

And when you combine the r ight person with the r ight systems, processes,
AI and automation, the impact can go far beyond simply “gett ing some
admin help.”

The question isn't really “What can a VA do?”
It's “What could you stop doing?”

@socifriendsva

@socifriendsva

www.socialfriends.net.au

support@socialfriends.net.au

You don ' t  need to  de legate  a l l  100.

https://www.instagram.com/socifriends/#
mailto:support@socialfriends.net.au
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