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NEED AN ADMINISTRATIVE ASSISTANT

but can’t afford to hire one?

Executive Assistance will...

SAVE YOU TIME
SAVE YOU MONEY
INCREASE EFFICIENCY



Executive Assistance...
...has the qualifications needed to get the job done!

We have been in the field of Administration for years
...does all the work in our own offices

There is no need to provide space in your office to house an employee
...has fully equipped offices with all of the necessary equipment

There is no need to aquire additional expensive equipment that an employee would need
...Is Just a phone call or email away

You have access to professional office assistance “When you need it!”
...bill only for time spent on projects

You don’t need to worry about paying for idle time...time wasted by an in-house employee
...handle all of our own expenses

There is no need for you to worry about source deductions, benefits, vacations or sick leave
...take your overflow off your shoulders

By outsourcing some of your “non-core” or “just can’t get to it projects”, you have more time

to concentrate on more important tasks...prospecting for new clients and generating revenue
...Is dedicated to working WITH you to help you succeed

You meet and exceed the needs and expectations of YOUR customers. A win-win situation

Executive Assistance provides expert assistance in all aspects of business administration, from word processing, to bookeeeping, website
design...and everything in between for our clients in Canada, the USA and worldwide.

A Virtual Assistant (VA) is an entrepreneur specializing in business support services, virtually, allowing other entrepreneurs to attend to the
revenue producing activities necessary to their own business. Virtual assistance is simply administrative support offered online rather than
face-to-face. Projects are communicated using available technology such as phone, fax, email, file transfer over the Internet or on a diskette.

You might be surprised by the tasks that a qualified and experienced VA can provide virtually. Your trusted VA can enter your computer while
you're away at a meeting and update your database or they can receive copies of all your email and respond, on your behalf, to those
requiring immediate attention - we can even answer your phone while you're away from your office. The only thing that a VA can't do is make
your coffee - and even that might be accomplished with today's technology given some creative thinking.

Many businesses are in dire need of consistent reliable administrative support while they may not yet be in a position to hire a permanent
employee. In order to realize their full potential for success even the smallest businesses will benefit from a permanent partner in their endeavors.
A virtual assistant is the answer!

NO Executive Assistant can do what Executive Assistance can.

In order to provide you with an EXPERT for any given project Executive Assistance has a pool of over 350 professional Virtual Assistants from
across Canada. The Canadian Virtual Assistant Connection (cvac.ca) is a network of Virtual Assistants who collectively offer expertise in all areas
of administation. Elayne Whitfield, the President of Executive Assistance is also the Co-founder and Director of CVAC.






Let us take care of YOUR business
while you take care of business!
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