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WELCOME TO

VIRTUAL ASSISTANT COURSE
FOR BEGINNERS
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MODULE 3

GETTING CLIENT'S ONLINE
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HOUSEKEEPING

 I’LL EMAIL YOUR INSTRUCTIONS ON HOW TO DOWNLOAD THE

RECORDING AND REFERENCE MATERIALS

 ADD MY EMAIL ALFIERAPOSON@GMAIL.COM TO YOUR ADDRESS  

BOOK.

 GET THE MOST OUT OF THIS TRAINING: TURN OFF YOUR 

CELLPHONE, SHUT THE DOOR, MOVE AWAY FROM DISTRACTIONS.

IN THIS MODULE, YOU’LL LEARN…

 SETTING UP YOUR ONLINE PRESENCE

 LIST OF JOB PORTALS

 APPLYING ONLINE

 ACING JOB INTERVIEW

 REASON WHY YOU WILL SUCCEED

 REASON WHY YOU WILL FAILED

mailto:ALFIERAPOSON@GMAIL.COM
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SETTING UP YOUR ONLINE PRESENCE

Setting up your online presence

1. Create a Professional Email Address

It is very important that you will use a professional email address 

like your name (alfieraposon@gmail.com)

It is a plus if the client see it instead of your old email address like 

(imcute143@gmail.com or matiniksachicks@gmail.com)

mailto:alfieraposon@gmail.com
mailto:imcute143@gmail.com
mailto:matiniksachicks@gmail.com
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2. Create a Professional Social Media  

Account/ Page

Next, it would be nice if you change your cover photo and 

profile picture to a nicer one.

Remember, your client love to stroll around the internet specially 

in social media. When they notice that your account is 

unprofessional, they may not hire you because most of them 

wants an organize person. We’re aiming for the positive online 

presence.

Setting up your online presence

3. Create an account in different payment 

gateways (paypal, payoneer)

Payment gateways is the most important of all because this is 

where they will send their payment to you.

Most of the client uses paypal and payoneer. But, my client uses 

transfer wise in sending money directly to my bank account.

Setting up your online presence
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4. Create an account in skype

You need to create an account in skype because this is the most 

in demand videocall medium in freelancing.

5. Create an Online Portfolio

If you are still new in freelancing you don’t need it yet. Make sure 

in job interview you will admit that you don’t have experience 

yet but you can do the job. Soon you can build your own 

portfolio.

Setting up your online presence

6. Update your Resume and Cover Letter

It is important to customize your Cover Letter according to the 

job description. It will send a signal to your client that you read 

and understood the job description/ need they have provided.

You will only then provide your resume if they request for it 

otherwise they just want you to give them what you could DO for 

their company.

Setting up your online presence
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LIST OF JOB PORTALS

REGISTER IN JOB BOARD OR 
ONLINE JOB PORTAL

List of Job Portals
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1. HubStaff (https://talent.hubstaff.com/work)

2. Guru.com (https://www.guru.com)

3. People Per Hour (https://www.peopleperhour.com/site/register)

4. OnlineJobs.ph (https://www.onlinejobs.ph)

5. RemoteStaff.ph (https://www.remotestaff.com.ph)

6. Freelance.com (https://www.freelance.com)

7. Virtual Staff Finder (membership)(http://www.virtualstafffinder.com/)

List of Job Portals

8. FreeeUp.com (https://freeeup.com)

9. Upwork (https://www.upwork.com)

10. Facebook Groups

11. LinkedIn

12. Friends / Connections

List of Job Portals

https://talent.hubstaff.com/work
https://www.guru.com/
https://www.peopleperhour.com/site/register
https://www.onlinejobs.ph/
https://www.remotestaff.com.ph/
https://www.freelance.com/
http://www.virtualstafffinder.com/
https://freeeup.com/
https://www.upwork.com/
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APPLYING ONLINE

1. Read the job description carefully

Only apply for the job that you already know or you already had 

and experience. If not learn the skills first.

Applying Online

2. Avoid Templated Answer

Always tailor fit your cover letter and resume to the specific employer. 

Answer according to the job description to avoid being banned on 

the job portal and being rejected by the client.

3. Magic Words

Be aware on the magic words set by your clients. They 

intentionally put that word to filter the email easily.
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Applying Online

e.g. Magic Words

4. Triple-check your content for spelling, content, and grammar mistakes.

Check your spelling first before hitting the Apply button. Be mindful 

that accuracy is very important to your client. Review your 

application first. Download this e-book, it will help you prevent 

grammatical error.

Applying Online
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ACING JOB INTERVIEW

1. Do your research

Conduct some research about the company first before you go 

to a job interview. Find out what your prospective clients need 

and let that guide you during the interview. 

Also, the client will have an impression that you want to work 

with them if you research first about their company.

Acing Job Interview
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2. Anticipate the most commonly asked questions 

during the job interview. 

Here is a list of the most commonly asked interview questions 

(courtesy of Monster.com):

1. What can you tell me about yourself?

2. Can you list your strengths?

3. What weaknesses do you have?

4. Why should I consider hiring you?

5. Where do you see yourself five years from now?

6. Why do you want to work here?

Acing Job Interview

7. What is your salary expectation?

8. What motivates you?

9. What makes a good team player?

10. Is there anything that you would like to ask me?

3. Rehearse your answers. 

If you can, ask a family member or a close friend to listen to you 

and give some feedback.

Acing Job Interview
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4. Check your audio.

One of the worst things that can happen during a job interview is 

having your audio fail you. Make sure that your headset is in 

good working order.

5. Take a “bio break” before the interview. 

Do everything you need in the bathroom. You don’t want nature 

to call while you’re talking with a prospective client.

Acing Job Interview

6. Drink some water.

This will help stave off nervousness and prevent your voice from 

getting hoarse.

7. Be friendly but stay professional.

Striking a balance between friendliness and professionalism can 

be a bit of a challenge. Just be polite and speak with warmth. 

Greet the client before the start of the interview and sincerely 

ask how he/she is. Then, during the interview, stay focused on 

answering the questions that the client asks. Use humour with 

caution. 

Acing Job Interview
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8. Ask questions.

Again, this will show the client that you’re interested in helping 

him/her with his/her business. Before the interview, list down the 

questions that you need to ask. The questions you ask should 

help you answer the bigger question, “How can I be of best help 

to the client?”

Acing Job Interview

Be prepared and take note all the tips here.

Acing Job Interview
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REASON WHY YOU WILL SUCCEED

1. You pay attention to their business needs.

Your client feels your intention to help their business succeed 

through your cover letter and resume.

Reason Why You Will Succeed

2. You do the research.

You prepared everything and research about the company.

3. You stand out.

You position yourself as someone who can lighten the client’s 

daily routine.

4. You check the grammar before hitting the apply button.

Check the spelling and grammar before sending your application.
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REASON WHY YOU WILL FAILED

1. You are lazy enough to research.

It’s like going to war without guns. Do your research about the 

companies' products and services offered.

Reason Why You Will Failed

2. You failed to check the audio and video.

Your prospect doesn’t have time waiting for you. Prepare your audio 

and video ahead of your interview.

3. Your cover letter and resume are weak.

Break your sentences into a shorter paragraph, emphasize your 

best skills that are relevant to the job post.



06/08/2020

16

4. You sound too desperate

Don’t beg or plead for a job. Convince your client that you are 

the right one for the job, and you’re worth their money.

Reason Why You Will Failed

5. You don’t sound confident or you over-promise

Be careful with your choice of words like “I’m just a newbie”… or you 

over-promised but soon you are under-delivered. Cite an example of 

your past that you have done awesome work and relate it to the job 

post.

6. You’re late on the interview

Be punctual, if you set the date of your interview, be there 

ahead of time.

Reason Why You Will Failed

6. Don’t use this words

Stop using this verbiage instead of note the name of the person 

who posts the job on the platform.

“Dear Sir/Maam”

“To Whom It May Concern:”

“Sir/Madam”
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Thank you for watching!

End.


