
Executive Virtual 
Assistant (General 
Virtual Assistant)
This document outlines the comprehensive services offered by our ALTVAPLUS Virtual Assistant, covering a wide 
range of administrative, communication, project management, financial, personal assistance, marketing, social 
media, and customer service tasks. It also includes information about additional WebElevate Services for website 
development and landing page creation.



Executive Virtual Assistant 
(General Virtual Assistant)
An Executive Virtual Assistant (EVA) provides administrative, 
communication, and organizational support to executives and business 
owners.
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Administrative Tasks
Administrative tasks form the core of an Executive Virtual Assistant's responsibilities. These tasks are essential for 

maintaining smooth operations and ensuring efficient workflow in any business environment.



Email Management

Organise and prioritise emails

Respond to routine emails

Filter spam and unnecessary messages

Email clean up: Unsubscribe to unwanted emails

Effective email management is crucial for maintaining productivity and 
ensuring important communications are not overlooked.



Calendar Management

Schedule and confirm appointments

Set up reminders for important events

Coordinate meetings and calls

Efficient calendar management helps in organizing time effectively and 
ensures that all important events and appointments are properly 
scheduled and attended.



Travel Arrangements

1

Initial Booking
Book flights, hotels, and 
transportation for seamless travel 
experiences

2

Itinerary Creation
Prepare detailed travel itineraries 
with all necessary information

3

Travel Support
Handle last-minute changes and 
cancellations as needed

Comprehensive travel arrangement services ensure smooth and hassle-free business trips or personal vacations.



Document Management

Prepare, edit, and format documents

Maintain digital filing systems

Ensure documents are stored securely

Proper document management is essential for maintaining organization 
and ensuring easy access to important information when needed.



Data Entry

Input data into spreadsheets or databases

Maintain accurate records

Generate reports from collected data

Accurate and efficient data entry is crucial for maintaining up-to-date 
records and generating insightful reports.



Communication Tasks
Effective communication is key to maintaining strong relationships with clients and team members. The Executive 

Virtual Assistant plays a crucial role in facilitating clear and timely communication.



Client Communication

Draft and send client communications

Follow up on client inquiries

Maintain client relationship management (CRM) systems

Maintaining strong client relationships through effective communication 
is essential for business success.



Meeting Coordination

Prepare meeting agendas

Take and distribute meeting minutes

Follow up on action items from meetings

Efficient meeting coordination ensures productive discussions and clear 
follow-up actions.



Project Management Tasks
Project management is a critical aspect of business operations. The Executive Virtual Assistant plays a key role in 

ensuring projects run smoothly and efficiently.



Task Coordination

Assign tasks to team members

Track project progress

Ensure deadlines are met

Effective task coordination is crucial for project success and team 
productivity.



Research

Conduct market research

Gather information on industry trends

Compile research reports

Thorough research provides valuable insights for informed decision-
making and strategic planning.



Event Planning

Plan and organise events

Coordinate with vendors and venues

Handle event logistics

Comprehensive event planning ensures successful and memorable 
occasions for all participants.



Financial Tasks
Managing financial tasks is crucial for maintaining the financial health of a business. The Executive Virtual Assistant 

provides valuable support in various financial areas.



Invoice Management

Prepare and send invoices

Track payments and follow up on overdue invoices

Manage expense reports and receipts

Basic reconciliation

Efficient invoice management ensures timely payments and maintains 
healthy cash flow.



Budget Tracking

Monitor and report on budget usage

Assist in budget preparation

Ensure financial records are up-to-date

Accurate budget tracking is essential for financial planning and decision-
making.



Customer Service Tasks
An Executive Virtual Assistant excels in delivering exceptional customer service support, handling everything from 

client inquiries and feedback management to satisfaction surveys and support ticket coordination. This 
comprehensive customer service capability ensures your clients receive prompt, professional attention while 

allowing you to focus on strategic business growth.



Customer Service Support
Respond to customer inquiries via email or chat.

Resolve customer complaints and issues.

Maintain a FAQ or knowledge base.



Order Processing
Process customer orders

Handle order tracking and updates

Manage returns and exchanges



Personal Assistance Tasks
In addition to professional tasks, an Executive Virtual Assistant can also provide valuable support for personal 

matters, helping to maintain a healthy work-life balance.



Personal Errands

Manage personal schedules

Handle personal shopping and orders

Arrange personal appointments

Assistance with personal errands helps in maintaining a balanced and 
organized personal life.



Reminder Services

Set up reminders for important personal dates

Track personal commitments

Reminder services ensure that important personal events and 
commitments are not overlooked.



Marketing and Social Media Tasks
In today's digital age, marketing and social media management are crucial for business success. The Executive 

Virtual Assistant provides valuable support in these areas.



Social Media Management

Schedule and post on social media platforms

Monitor social media engagement

Respond to comments and messages

Effective social media management helps in building and maintaining a 
strong online presence.



Content Creation

Draft blog posts and articles

Create newsletters and email campaigns

Design simple graphics using tools like Canva

Quality content creation is essential for engaging audiences and 
promoting brand awareness.



WebElevate Services
We offer specialized web development solutions designed to enhance your online presence and drive business 

growth. With years of industry experience and a team of skilled developers, we deliver cutting-edge digital 
solutions that help businesses thrive in the competitive online marketplace. Our comprehensive approach ensures 

that every project meets the highest standards of quality and performance.



Website Management

Update website content

Monitor website analytics

Manage website inquiries and feedback

Regular website management ensures an up-to-date and effective online 
presence.



Website Development
Comprehensive website development tailored to 
meet your business needs. Our expertise includes:

Custom Content Management Systems 
(WordPress, Wix, Shopify, etc.)

Sleek, modern designs that capture your brand 
essence

Flawless performance across all devices

Basic SEO-optimization

Integration with third-party tools and APIs

Landing Page Creation
Our OnePage Magic service delivers stunning, high-
impact solutions. Ideal for:

Business promotions and product launches

Event pages and registrations

Personal branding and portfolios

Optimized user experience and conversion

Maintenance & Support
Comprehensive website maintenance to keep your digital presence running smoothly:

Regular security updates and monitoring

Performance optimization

Content updates and management

24/7 technical support

Regular backups and recovery



Contact Us
Ready to transform your business operations? ALTVAPLUS offers 
executive virtual assistant services tailored to your unique needs. 

Take the first step towards optimizing your business - reach out to us 
today!

Email: admin@altvaplus.com

WhatsApp: +639608997950


