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How to use these notes 
THREE WAYS TO USE THEM 

DURING CLASS: Keep this document open alongside the live session. Fill in blanks, add your own examples, 
and annotate anything that connects with your experience. 

AFTER CLASS: Re read each lesson within 24 hours. Complete every portfolio task before moving to the next 
lesson. All portfolio items are compulsory. 

FOR REVIEW: Use the quick reference tables as cheat sheets before interviews or client calls. 

 

Module 1 overview 
Welcome to Module 1 of Worthycademy Cohort 5.0. Before you learn any tool, any platform or any workflow, you 

need to understand the world you are entering. This module is your foundation. It gives you the mental map of the 

global VA industry, an honest picture of career possibilities, the technical setup you need to compete professionally, 

and the AI fluency that modern clients increasingly expect. 

By the time you complete all four lessons and their portfolio deliverables, you will have a clear answer to four 

critical questions: 

▪​ What is a Virtual Assistant, and where do I fit in this global market? 

▪​ What does a realistic VA career path look like for me? 

▪​ Is my technical setup ready for professional remote work? 

▪​ Can I use AI tools effectively and responsibly alongside my clients? 

 

Lesson Title Portfolio deliverable 

1.1 Understanding the VA Role Self Assessment Worksheet 

1.2 Remote Work and the VA Career Personal Goals Document 

1.3 Remote Work Toolkit Tech Stack Setup Checklist 

1.4 AI Fundamentals for VAs 5 AI Assisted Task Demos 

 

INSTRUCTOR NOTE 

Each lesson in this module builds on the last. Do not skip ahead. The self awareness you develop in Lesson 1.1 

directly informs the goal setting in 1.2. The tool audit in 1.3 prepares you for the AI labs in 1.4. Work through 

them in order. 
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  LESSON 1.1   

1.1 Understanding the VA Role 

Lesson overview 

Element Detail 

Duration 90 minutes (60 minutes instruction, 30 minutes portfolio activity) 

Format Live session, Lead Instructor delivery 

Portfolio output Self Assessment Worksheet 

Core skill Market awareness and professional self positioning 

 

Learning objectives 
By the end of this lesson, you will be able to: 

1.​ Explain what a Virtual Assistant is, and what it is not, in clear professional language. 

2.​ Describe the size and growth trajectory of the global VA market with accurate figures. 

3.​ Identify at least five types of companies that hire VAs and explain why each one does. 

4.​ Name and distinguish between the eight primary VA role types. 

5.​ Honestly assess your current skills and identify which VA roles are within reach now versus with 

development. 

 

1.1.1  What is a Virtual Assistant? 
A Virtual Assistant is a skilled independent professional who provides administrative, technical, creative, 

operational or specialist support to clients remotely. VAs work across time zones, industries and business types, 

from one person startups to enterprise level organisations. 

CRITICAL DISTINCTION 

A VA is NOT a low skill errand runner. A VA is a remote business professional. The word "assistant" describes 

the relationship (you support someone else's goals), not the skill level. Highly paid VAs are specialists who bring 

expertise their clients do not have in house. 

 

Three things define the modern VA role: 

▪​ Remote delivery: all work is performed and delivered digitally, regardless of where the client or VA is located. 

▪​ Service orientation: the VA's output directly serves the client's business goals. 

▪​ Professional standards: communication, reliability, data security and output quality match or exceed in house 

staff expectations. 

 

Worthycademy Ltd  |  Yaba, Lagos, Nigeria  |  worthycademy@gmail.com  |  +234 812 455 1007  |  @worthycademy 
  Module 1: Introduction to Virtual Assistance  |  Cohort 5.0  |  Confidential, for Worthycademy students only​ ​ ​   3   



www.worthycademy.com 

1.1.2  The global VA market 
Industry estimates value the global Virtual Assistance market at $8.17 billion, growing at a compound annual 

growth rate (CAGR) of 24.6%. To put that in perspective: 

Metric What it means for you 

$8.17B market size There is genuine, large scale demand for what you are learning to do. This is not a niche. 

24.6% CAGR 
The market is growing by nearly a quarter every year. You are entering at an expansion 
phase. 

Global client base 
Your clients can be in the US, UK, Canada, Europe, Australia or anywhere else. Location is 
not a limit. 

Digital first shift The post 2020 normalisation of remote work permanently expanded the VA hiring pool. 

 

WHY THIS MATTERS 

When a client asks, "Why should I hire a VA instead of a local employee?" you need a confident, data backed 

answer. The numbers above are part of that answer. Know them. Use them. 

 

KNOW YOUR NUMBERS 

Market research firms define "virtual assistant market" differently. Some include voice assistants and smart 

devices, others count only human VA services, so published figures vary between sources. When you quote a 

market figure to a client, say "industry estimates suggest" and be ready to name your source. 

 

1.1.3  Who hires Virtual Assistants? 
Understanding your potential client pool is how you position yourself. VAs are hired across a wide range of 

organisation types: 

Company or client type Why they hire VAs 

Solopreneurs and coaches 
One person running a business who cannot afford full time staff. They need admin, 
scheduling, content and inbox management to free up their time. 

Early stage startups 
Lean teams moving fast. They need execution support without the overhead of full 
employment, often on project based or part time terms. 

Small and medium businesses 
Need specialist support (bookkeeping, HR admin, customer service) without the cost 
of full departments. 

Ecommerce brands 
High volume operations: order tracking, supplier communication, customer queries 
and listings management. Often ongoing, scalable roles. 

Real estate agencies 
Lead tracking, CRM management, listing coordination and appointment scheduling. 
A well documented niche with strong recurring demand. 

Law firms and legal professionals 
Calendar management, document preparation, research and client follow up. 
Requires discretion and precision. 

Worthycademy Ltd  |  Yaba, Lagos, Nigeria  |  worthycademy@gmail.com  |  +234 812 455 1007  |  @worthycademy 
  Module 1: Introduction to Virtual Assistance  |  Cohort 5.0  |  Confidential, for Worthycademy students only​ ​ ​   4   



www.worthycademy.com 

Company or client type Why they hire VAs 

Digital agencies 
Project coordination, client communication, content scheduling and reporting. 
Agencies outsource tasks that do not need a full time in house hire. 

Executives and high net worth 
individuals 

Personal and professional scheduling, travel planning, inbox management and 
research. High expectations, high pay rates. 

 

1.1.4  The 8 VA role types 
Not all VAs do the same work. The industry has evolved into distinct specialisations. Understanding them helps you 

make a deliberate choice about where to position yourself. 

Role type 1: General or Administrative VA 

The most common entry point. Handles a broad range of tasks: email management, calendar scheduling, data entry, 

travel booking, document preparation and research. Best for beginners building foundational skills. 

Role type 2: Executive VA 

Works directly with C suite executives or senior leaders. Responsibilities include complex calendar management 

across time zones, board preparation, confidential correspondence, stakeholder coordination and travel logistics. 

Requires exceptional communication, discretion and anticipatory thinking. 

Role type 3: Social Media VA 

Manages a client's social media presence. Tasks include content scheduling, community management, engagement 

monitoring, hashtag research and basic graphic creation. Strong knowledge of platform algorithms and scheduling 

tools is essential. 

Role type 4: Content or Creative VA 

Supports content creation pipelines. May write blog posts, newsletters or scripts; edit video or audio; design 

graphics; or manage content calendars. Often works with content creators, educators and media brands. 

Role type 5: Technical VA 

Handles back end digital tasks: website maintenance (WordPress, Squarespace), plugin management, CRM 

configuration, basic HTML, landing page builds and integrations (Zapier, Make.com). Commands higher rates due to 

technical skill requirements. 

Role type 6: Research and Data VA 

Conducts market research, competitive analysis, lead generation, data collection and report compilation. Works 

heavily in spreadsheets and databases. Highly valued in consulting, sales and strategy led businesses. 

Role type 7: Customer Service or CX VA 

Manages front line client interactions: responding to emails and chat, resolving complaints, processing returns and 

maintaining help desk tools (Freshdesk, Zendesk, Intercom). Strong communication and empathy are core 

requirements. 

Role type 8: Specialist or Niche VA 

Has deep expertise in a specific industry or function. Examples include Legal VA, Finance VA, Healthcare Admin VA, 

Real Estate VA and Podcast VA. The highest earning segment: clients pay premium rates for domain expertise. This 

is where Worthycademy aims to take you. 
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QUICK REFERENCE: THE 8 VA ROLE TYPES 

1. General or Admin VA: broad tasks, common entry point 

2. Executive VA: C suite support, high discretion required 

3. Social Media VA: content scheduling, community management 

4. Content or Creative VA: writing, editing, design support 

5. Technical VA: website, CRM, automations, integrations 

6. Research and Data VA: market research, lead generation, analysis 

7. Customer Service VA: front line client interactions 

8. Specialist or Niche VA: industry specific, highest pay rates 

 

  PORTFOLIO TASK   

Portfolio Task 1.1: Self Assessment Worksheet 

INSTRUCTIONS 

This is a compulsory portfolio deliverable. Complete it honestly. It is for your benefit, not a test. You will return 

to this worksheet at the end of Cohort 5.0 to measure your growth. 

 

Section A: Rate your current skill level in each VA role type (1 = no experience, 5 = confident) 

Role type 1 2 3 4 5 

General or Admin VA [  ] [  ] [  ] [  ] [  ] 

Executive VA [  ] [  ] [  ] [  ] [  ] 

Social Media VA [  ] [  ] [  ] [  ] [  ] 

Content or Creative VA [  ] [  ] [  ] [  ] [  ] 

Technical VA [  ] [  ] [  ] [  ] [  ] 

Research and Data VA [  ] [  ] [  ] [  ] [  ] 

Customer Service VA [  ] [  ] [  ] [  ] [  ] 

Specialist or Niche VA [  ] [  ] [  ] [  ] [  ] 

 

Section B: Answer in 2 to 3 sentences each 

▪​ Which VA role type most closely matches my current skill set and background? 

▪​ Which VA role type interests me most, and why? 

▪​ What is one skill I need to develop to compete in my chosen VA role type? 

 

Section C 

Describe in one paragraph the type of client you would most enjoy working with and why. 
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  LESSON 1.2   

1.2 Remote Work and the VA Career 

Lesson overview 

Element Detail 

Duration 90 minutes (60 minutes instruction, 30 minutes portfolio activity) 

Format Live session, Lead Instructor delivery 

Portfolio output Personal Goals Document 

Core skill Career planning and market awareness 

 

Learning objectives 
By the end of this lesson, you will be able to: 

1.​ Explain the demand outlook for VA work from 2025 to 2030 with supporting reasoning. 

2.​ Describe how human and AI collaboration is reshaping the VA role, and why that is an opportunity, not a 

threat. 

3.​ Identify realistic earning potential at different career stages and the factors that influence pay rates. 

4.​ Map out three distinct career progression paths available to VAs. 

5.​ Produce a written personal goals document with a 90 day, 6 month and 1 year plan. 

 

1.2.1  Demand outlook: 2025 to 2030 
The remote work normalisation triggered by 2020 permanently restructured how businesses hire talent. Here is 

the sustained demand picture for VAs through the decade: 

Driver Impact on VA demand 

Continued SME growth globally 
Small businesses remain the primary VA hirers. The global SME sector continues to 
expand, particularly in English speaking markets where remote hiring is mainstream. 

Cost pressure on businesses 
Hiring a full time employee in the US or UK carries benefits, taxes and overhead costs of 
roughly 30 to 40% above base salary. A VA removes most of that, so demand rises as 
businesses look to control costs. 

Rise of the solopreneur economy 
More individuals are building personal brands, online businesses and consulting 
practices. They need VA support but cannot afford staff. 

Expanding niche requirements 
As industries become more specialised, so does the need for specialised VA support. 
Legal, finance, healthcare and real estate VAs are in increasing demand. 

AI tool proliferation 
Counterintuitively, AI increases VA demand. Businesses need skilled humans to 
manage, prompt and quality check AI outputs. The VA who can do this is more valuable 
than one who cannot. 
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1.2.2  Human and AI collaboration: the real opportunity 
You may have heard: "AI will replace Virtual Assistants." This is an oversimplification. Here is the accurate picture. 

WHAT AI CANNOT DO 

AI cannot build relationships with clients. 

AI cannot exercise judgment in ambiguous situations. 

AI cannot take responsibility for outcomes. 

AI cannot adapt to the unspoken culture and preferences of a specific client. 

AI cannot manage workflows that involve human coordination and buy in. 

 

WHAT AI CAN DO, AND HOW VAS LEVERAGE IT 

Draft first versions of emails, reports and content. VAs review, personalise and approve. 

Summarise long documents and recordings. VAs extract decisions and next actions. 

Research and compile information. VAs contextualise and apply it strategically. 

Generate social media captions and templates. VAs maintain the client's authentic voice. 

Automate repetitive data tasks. VAs set up, monitor and troubleshoot the automations. 

 

The VA who positions themselves as an AI fluent professional is not competing against AI. They are amplified by it. 

A 2 hour manual research task becomes a 20 minute AI assisted task, and the VA delivers more in the same billable 

hour. 

1.2.3  Earning potential: the honest picture 
VA earnings vary significantly by experience, niche, client market and skill level. The table below gives realistic 

benchmarks for planning. Rates move with the market, so always check current rates on job boards and platforms 

before you price yourself. 

Stage Hourly rate (USD) What gets you there 

Entry level $8 to $15 per hour 
General admin tasks, developing foundational skills, building 
first portfolio pieces. Typically 0 to 12 months. 

Established VA $15 to $30 per hour 
Consistent client base, demonstrated results, beginning to 
specialise in 1 or 2 service areas. 1 to 2 years. 

Specialist VA $30 to $50 per hour 
Clear niche positioning, documented client outcomes, strong 
referral network. 2 to 3 years. 

Expert VA or OBM $50 to $65+ per hour 
Deep niche expertise, systems level thinking, managing teams 
or complex operations. 3+ years. 

 

PLEASE NOTE 

These figures are benchmarks, not guarantees. Your income depends on your skills, your clients, your hours and 

your market. Worthycademy does not promise jobs or income. 
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FACTORS THAT ACCELERATE EARNINGS 

Niche specialisation: generalists earn less than specialists. Pick a lane and go deep. 

Client market: US and UK clients pay significantly more than domestic Nigerian clients for the same work. 

Portfolio quality: documented results command higher rates than promises. 

Communication professionalism: clients pay more when they trust you completely. 

Retainer agreements: monthly retainers give income stability and often a higher hourly equivalent than one off 
projects. 

 

1.2.4  Career progression paths 
There is no single path in a VA career. Below are three viable trajectories VAs commonly follow. 

Path A: Specialist depth 

Entry as a General VA, then develop expertise in one niche (for example Legal VA, Real Estate VA or Finance VA), 

then position as a Specialist and command premium rates within that niche. Build a small client roster of 3 to 5 

retainer clients. 

Path B: Agency or team lead 

Entry as a General VA, then build client relationships and expand capacity by subcontracting to other VAs. 

Transition from solo VA to VA agency owner, hire and manage a team, and earn from team output, not just personal 

hours. 

Path C: Online Business Manager (OBM) 

Entry as an Executive VA, then develop project management and systems expertise and graduate to the Online 

Business Manager role. You oversee entire client operations, typically in the Expert VA or OBM rate band, working 

with 2 or 3 clients at a time. 

YOUR DECISION AT THIS STAGE 

You do not need to choose your path today. But you need to be thinking about it. Every skill you develop, every 

client you work with and every portfolio piece you produce should be building toward something intentional. 

 

  PORTFOLIO TASK   

Portfolio Task 1.2: Personal Goals Document 

INSTRUCTIONS 

Write a structured goals document in Google Docs and save it to your Worthycademy portfolio folder. Use the 

framework below. Be specific: vague goals produce vague outcomes. 

 

Section 1: My current position 

▪​ My current skill level (honest self assessment): 

▪​ My relevant background and transferable skills: 

▪​ My biggest gap right now: 
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Section 2: My target (complete all three) 

▪​ 90 day goal: What specific milestone do I want to reach by Day 90 of Cohort 5.0? 

▪​ 6 month goal: What should my VA business or career look like in 6 months? 

▪​ 1 year goal: Where do I want to be one year from today, in role, income and client type? 

 

Section 3: My commitment 

▪​ How many hours per week will I dedicate to building this career? 

▪​ What is the one thing I will protect above all others in this programme? 

 

Section 4: My VA niche hypothesis 

Based on Lesson 1.1, write a one sentence positioning statement: 

TEMPLATE 

"I am a [role type] VA who specialises in [niche or industry], helping [client type] to [outcome]." 
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  LESSON 1.3   

1.3 Remote Work Toolkit 

Lesson overview 

Element Detail 

Duration 90 minutes (60 minutes instruction, 30 minutes portfolio activity) 

Format Live session, Lead Instructor delivery 

Portfolio output Tech Stack Setup Checklist 

Core skill Technical readiness and professional digital hygiene 

 

Learning objectives 
By the end of this lesson, you will be able to: 

1.​ Identify the five essential tool categories every professional VA must have covered. 

2.​ State the minimum hardware and internet specifications for professional remote work. 

3.​ Set up and demonstrate the use of two factor authentication (2FA) on your accounts. 

4.​ Explain why password managers and VPNs are essential for professional VAs. 

5.​ Produce a documented tech stack setup checklist for your portfolio. 

 

1.3.1  The 5 essential tool categories 
A professional VA's digital workspace is built on five foundational tool categories. You do not need the most 

expensive tool in each category. You need one reliable tool per category, set up correctly. 

Category 1: Communication tools 

This is how you interact with clients and their teams. Professional VAs are expected to be fluent in multiple 

communication environments. 

Tool What it is used for 

Gmail / Google Workspace 
Primary email, widely expected by international clients. Learn to set up aliases, filters 
and labels. 

Slack 
Team messaging, the dominant workplace chat tool globally. Know channels, direct 
messages and integrations. 

Zoom / Google Meet Video calls, standard for client onboarding, check ins and team meetings. 

Loom 
Asynchronous video: send recorded walkthroughs, explanations and updates. Clients 
love this. 

WhatsApp Business 
Some clients, especially in emerging markets and smaller businesses, prefer WhatsApp 
for quick communication. 
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Category 2: Project and task management tools 

These tools track work in progress and keep you and your clients aligned on what needs to happen and when. 

Tool Common use case 

Trello 
Visual Kanban boards, ideal for content calendars, simple project tracking and task 
assignment. 

Asana 
More structured project management with timelines, dependencies and team 
assignments. Common in mid size teams. 

ClickUp 
Highly customisable, used by agencies and operations heavy businesses. Steeper 
learning curve, higher demand. 

Notion 
Documentation and project management hybrid, increasingly popular with startups 
and creative businesses. 

Monday.com Enterprise adjacent team management, used by larger SMEs and corporate clients. 

 

Category 3: File management and cloud storage 

Professional VAs never store work locally only. Everything must be backed up and accessible. 

Tool What you need to know 

Google Drive 
The standard for most VA work. Learn folder architecture, sharing permissions and 
naming conventions. 

Dropbox 
Common in creative agencies and older business setups. Understand syncing and 
sharing links. 

OneDrive 
Used in Microsoft ecosystem businesses. If your client uses Office 365, you will work in 
OneDrive. 

Notion 
Doubles as a knowledge base and file organisation system, increasingly replacing Drive 
for documentation. 

 

Category 4: Productivity and scheduling tools 

These tools help you work faster, manage your time and present a professional client experience. 

Tool Primary function 

Google Calendar 
Essential. Learn time zone management, recurring events, shared calendars and colour 
coding. 

Calendly / TidyCal 
Automated scheduling: clients book time in your calendar without back and forth 
emails. 

Toggl Track Time tracking, critical if you bill hourly or need to demonstrate value to clients. 

Google Docs / Sheets / Slides Standard document creation across most client environments. 
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Tool Primary function 

Microsoft Office (Word, Excel, 
PowerPoint) 

Still required by many corporate and enterprise clients. Competence is assumed. 

 

Category 5: Design and content tools 

Even non creative VAs are regularly asked to produce basic visual materials. Knowing one design tool is no longer 

optional. 

Tool What it does 

Canva 
Accessible design tool for social media graphics, presentations and documents. The 
baseline expectation. 

Adobe Express 
Similar to Canva with Adobe integration, used in more design conscious client 
environments. 

Figma 
Professional UI and UX design. A niche requirement, but valuable if you support 
product or tech clients. 

 

1.3.2  Hardware and internet requirements 
Clients form judgments about your professionalism based on your setup. A lagging video call, a dropped connection 

or a poorly lit home office sends a message you do not want to send. 

Equipment Minimum standard Recommended standard 

Laptop or desktop 
Intel Core i5 or equivalent, 8GB RAM, 256GB 
SSD, Windows 11 or a macOS version Apple still 
supports 

Intel Core i7 or Apple M series, 16GB RAM, 
512GB SSD 

Internet speed 
20 Mbps download and 10 Mbps upload 
minimum for video calls 

50+ Mbps download and 25+ Mbps upload 
for consistent HD video 

Backup internet 
Mobile data plan capable of hotspot. Essential in 
Nigeria. 

Dedicated 4G or 5G router as a dedicated 
backup 

Headset or audio 
Any headset with a microphone. No built in 
laptop mic for client calls. 

Noise cancelling headset (for example Jabra 
or Anker) 

Webcam 720p minimum. No pixelated video on client calls. 
1080p external webcam if the laptop camera 
is poor 

Lighting 
Natural light or a desk lamp positioned in front of 
you, not behind 

Ring light or softbox for a consistent 
professional appearance 

Power backup Inverter or UPS with minimum 2 hour capacity 
Generator backup or extended inverter for 
full work days 
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KEEP YOUR SYSTEM UPDATED 

Windows 10 reached end of support in October 2025, so use Windows 11 on any machine you use for client 

work. Turn on automatic updates for your operating system and browser. Unpatched devices are one of the 

easiest ways for a client's data to be exposed. 

 

1.3.3  Digital security: non negotiable standards 
When a client gives you access to their inbox, their calendar, their CRM or their financial records, they are trusting 

you with their business. Security failures have ended VA careers and destroyed client relationships. This is not 

optional. 

Two factor authentication (2FA) 

Two factor authentication adds a second verification step when logging into an account, typically a code generated 

by an authenticator app or sent to your phone. Even if your password is stolen, an attacker cannot access the 

account without the second factor. Authenticator app codes are safer than SMS codes. 

2FA SETUP: DO THIS NOW 

1. Download Google Authenticator or Authy on your phone. 

2. Enable 2FA on your Google account, your email, Slack and any client platforms you access. 

3. Save your backup codes somewhere secure, NOT in your email inbox. 

4. Enable 2FA on your Worthycademy student account. 

Rule: never access a client's accounts without confirming that 2FA is enabled on that account. 

 

Where a service offers passkeys, use them. A passkey is a newer, phishing resistant way to sign in that works 

alongside the protections above. 

Password managers 

A password manager stores all your passwords in an encrypted vault. You remember one strong master password; 

the tool generates and recalls unique, complex passwords for every account. 

Tool Why VAs use it 

1Password 
Industry standard for professional teams. Many clients will add you to their 1Password 
team for shared access. 

Bitwarden 
Open source, free and highly trusted in the security community. Recommended for VAs 
on a budget. 

Dashlane Strong for business use. Includes dark web monitoring on paid plans. 

LastPass 
Widely used, with a free tier. It suffered a serious security breach in 2022, so many 
professionals now prefer other options. 
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PASSWORD RULES 

NEVER reuse passwords across accounts. 

NEVER share passwords via WhatsApp, email or any unencrypted channel. 

Always use the secure sharing feature inside the password manager itself. 

Minimum password length: 14 characters. Include uppercase, lowercase, numbers and symbols. 

 

VPN (Virtual Private Network) 

A VPN encrypts your internet connection and masks your IP address. When you are working on a client's sensitive 

information, especially over public or shared WiFi, a VPN ensures that data cannot be intercepted in transit. 

VPN tool Notes 

NordVPN Reliable, fast, widely recommended for professional use. 

ExpressVPN Premium performance, slightly more expensive but excellent for stability. 

ProtonVPN Strong privacy credentials. Has a free tier with limited servers. 

Windscribe Generous free tier (around 10GB per month). Good for students starting out. 

 

WHEN TO ALWAYS USE A VPN 

Working on client systems from any network outside your home. 

Accessing client credentials or financial data. 

Using public WiFi (cafes, coworking spaces, airports). 

Working from a shared internet connection. 

 

  PORTFOLIO TASK   

Portfolio Task 1.3: Tech Stack Setup Checklist 

INSTRUCTIONS 

Create a Google Sheet titled "[Your Name] VA Tech Stack Audit". Complete the audit below. For each item, 

mark Status as SET UP, IN PROGRESS or NOT YET STARTED. 

 

Area Items to audit 

Communication Gmail / Google Workspace, Slack, Zoom, Loom 

Project management Trello, Asana, ClickUp, Notion 

File management Google Drive (folder structure built), backup solution 

Productivity Google Calendar (correct time zone), Toggl Track, Calendly 

Design Canva account active, first design completed 
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Area Items to audit 

Security 
2FA on Google account, 2FA on email, 2FA on all client platforms, password manager 
installed and active, VPN downloaded and tested 

Hardware 
Device specs documented, internet speed tested and recorded, backup power solution 
confirmed 

 

Add a final column called "Action Required". For every item not yet set up, note what you need to do and by when. 
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  LESSON 1.4   

1.4 AI Fundamentals for VAs 

Lesson overview 

Element Detail 

Duration 90 minutes (60 minutes instruction, 30 minutes portfolio activity) 

Format Live session, Lead Instructor delivery 

Portfolio output 5 AI Assisted Task Demonstrations 

Core skill AI fluency and professional prompt engineering 

 

Learning objectives 
By the end of this lesson, you will be able to: 

1.​ Describe what large language models (LLMs) are and how they work at a practical level. 

2.​ Identify the strengths and appropriate use cases for ChatGPT, Claude, Gemini and Microsoft Copilot. 

3.​ Apply the four core principles of effective prompt engineering to generate useful outputs. 

4.​ Recognise the ethical limits of AI use in a professional VA context. 

5.​ Demonstrate five AI assisted tasks as completed, documented portfolio evidence. 

 

1.4.1  What is a large language model? 
The AI tools you will use are built on Large Language Models (LLMs). You do not need to understand the 

mathematics behind them, but you do need a working mental model. 

THE WORKING MENTAL MODEL 

Think of an LLM as an extremely well read professional who has processed billions of documents, articles, 

books and conversations. They can produce fluent, contextually appropriate text on almost any subject. 

HOWEVER: they do not "know" things the way you do. They predict what text should come next based on 

patterns in their training data. This means they can be confidently wrong. They can invent facts. They can miss 

context that a human would catch immediately. 

 

YOUR ROLE 

You are not replaced by the LLM. You are the quality controller, the context provider and the judgment layer. 

The output becomes good because of what you bring to it. 

 

1.4.2  The Big Four AI tools 
AI tools change quickly. Plans, usage limits and model names are updated every few months, so learn the tool and 

its strengths, not the version number. Always check each tool's current pricing and privacy pages. 
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AI tool About it Best used for 

ChatGPT (OpenAI) 

Available at chatgpt.com. The most widely known LLM. Has a 
free tier with usage limits and paid plans with higher limits 
and more features, such as image generation and deeper 
research tools. 

General drafting, brainstorming, 
research, image generation 
(paid), coding help. 

Claude (Anthropic) 

Available at claude.ai. Known for natural, nuanced, less 
formulaic writing, and for handling very long documents 
with a large context window. Preferred by many professional 
writers and executive support practitioners. 

Long documents, tone sensitive 
professional writing, nuanced 
summaries, analysis. 

Gemini (Google) 

Available at gemini.google.com. Built by Google with deep 
integration into Google Workspace and live Google Search. 
If your clients use Google Workspace heavily, it is a practical 
daily tool. 

Google Workspace integration, 
Gmail, Docs, live search, 
calendar support. 

Microsoft Copilot 
Built into Microsoft 365 and appears inside Word, Excel, 
Outlook, PowerPoint and Teams. What you can use depends 
on your client's Microsoft 365 licence. 

Office 365 ecosystem: Excel, 
Outlook, Word, PowerPoint, 
Teams. 

 

1.4.3  Prompt engineering: the four core principles 
Prompt engineering is the skill of writing instructions (prompts) that consistently produce high quality outputs 

from AI tools. It is a learnable, professional skill, and one of the most important competencies you can develop as a 

VA. 

Principle 1: Role 

Tell the AI who it is in the context of the task. Assigning a role activates relevant expertise in the model's output. 

Weak prompt Strong prompt 

Write an email to a client. 
You are a professional Executive Assistant drafting a rescheduling email on behalf 
of a CEO. The tone should be warm but efficient, and the email should offer three 
alternative time slots. 

 

Principle 2: Context 

Provide the relevant background information. The AI has no knowledge of your specific client, their business or the 

situation. You must give it that context. 

Weak prompt Strong prompt 

Summarise this document. 
This is a 15 page grant proposal for a Nigerian NGO applying to a UK based 
foundation. Summarise the key objectives, budget headline and proposed 
outcomes in five bullet points suitable for a board briefing. 

 

Principle 3: Format 

Specify exactly what you want the output to look like. Without format instructions, AI tools default to a generic 

structure that may not serve your purpose. 
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Weak prompt Strong prompt 

Give me some social media post 
ideas. 

Produce five LinkedIn post ideas for a business coach who works with African 
entrepreneurs. For each idea, provide a hook (first line), a body (3 to 4 sentences) 
and a call to action. Format as a numbered list. 

 

Principle 4: Constraints 

Define the limits: word count, tone, what to include and what to exclude. Constraints narrow the output and reduce 

the need for extensive editing. 

Weak prompt Strong prompt 

Write a bio for my client. 
Write a 150 word professional LinkedIn bio for a Nigerian fintech founder who 
previously worked in investment banking. Avoid jargon. Use first person. Do not 
mention specific companies. End with a sentence about what they are building now. 

 

PRO TIP: TREAT THE FIRST ANSWER AS A DRAFT 

Good prompting is a conversation. Follow up with "make it shorter", "use a warmer tone" or "ask me any 

questions you need before you start". Iterating is faster than rewriting from scratch. 

 

1.4.4  AI ethics for professional VAs 
AI fluency without ethical grounding is a liability. As a VA handling client data, correspondence and business 

information, you are operating under professional and sometimes legal obligations. There are four areas to 

understand. 

Confidentiality 

Never paste confidential client information into a public AI tool. Most consumer AI tools, free or paid, may use your 

conversations to improve their models unless you change the data settings, so check each tool's privacy settings 

before you use it. Client emails, financial data, legal documents, personnel records and strategic plans are 

confidential. 

BEST PRACTICE 

Anonymise or generalise before using AI tools. Replace "ABC Company's Q3 revenue declined to $2.3M" with 

"A technology company's Q3 revenue declined by 15%". Get the AI assistance you need without exposing client 

specifics. 

 

Accuracy and fact checking 

AI tools hallucinate: they invent plausible sounding but incorrect information, especially for specific facts, statistics, 

dates, names and URLs. Never submit AI generated content to a client without verifying every specific claim. 

Attribution and disclosure 

Be transparent with clients about your AI use. Most clients are comfortable with AI assistance for drafting and 

research. They are less comfortable discovering it was used without disclosure. Set the expectation clearly at the 

start of every engagement. 
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Copyright and originality 

AI generated content sits in a legal grey area in most jurisdictions. For content your client intends to publish, such 

as blog posts, marketing materials and social media, ensure sufficient human editing to make it original. Do not pass 

AI output directly to publication without meaningful revision. 

WATCH OUT: AI TOOLS THAT ACT ON YOUR BEHALF 

Some AI tools can now connect to email, calendars and files and take actions for you. Never connect an AI tool 

to a client's accounts without the client's clear permission, and apply the same 2FA and access rules you 

learned in Lesson 1.3. 

 

THE PROFESSIONAL STANDARD 

Use AI to do your work better and faster. Never use AI to do work you would not stand behind if asked about it. 

Your professional reputation is attached to every output that leaves your hands, AI assisted or not. 

 

  PORTFOLIO TASK   

Portfolio Task 1.4: 5 AI Assisted Task Demonstrations 

INSTRUCTIONS 

Complete all five tasks below using the AI tools specified. For each task, document (a) the full prompt you used, 

(b) the AI output, and (c) your edited final version. Submit as a single Google Doc. If a named tool is not 

available to you, use the free tier of an alternative and note which one you used. 

 

Task 1: Email draft (ChatGPT or Claude) 

Use AI to draft a professional email rescheduling a client meeting. Apply all four prompt engineering principles. 

Document your prompt, the output and your final edited version. 

Task 2: Research summary (Gemini) 

Ask Gemini to research "top virtual assistant niches in 2026". Summarise the top 5 results in your own words. Note 

one thing the AI got right and one thing you had to verify or correct. 

Task 3: Content calendar (ChatGPT or Claude) 

Prompt an AI tool to generate a one week LinkedIn content calendar for a professional VA. Apply the Format and 

Constraints principles. Document before and after versions of your prompt. 

Task 4: Document summary (Claude) 

Take any document of at least 3 pages (a job description, an article or a report) and use Claude to summarise it in 5 

bullet points. Evaluate the accuracy against the original. Do not use a confidential document. 

Task 5: Spreadsheet formula (Microsoft Copilot or ChatGPT) 

Ask the AI to write an Excel or Google Sheets formula to solve a real problem, for example calculating total hours 

worked from a timesheet or flagging overdue tasks based on a date column. Test the formula in an actual 

spreadsheet. 
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Module 1 completion checklist 
Before you consider Module 1 complete, confirm each item below. Every item is compulsory. 

Checklist item Status 

LESSON 1.1: I can explain the global VA market size and growth rate from memory. [  ] Complete 

LESSON 1.1: I can name and describe all 8 VA role types. [  ] Complete 

LESSON 1.1: I have identified my most likely starting VA role type. [  ] Complete 

PORTFOLIO 1.1: Self Assessment Worksheet is completed and saved. [  ] Complete 

LESSON 1.2: I can describe the 2025 to 2030 VA demand outlook and the key drivers. [  ] Complete 

LESSON 1.2: I can articulate my earning potential at each career stage. [  ] Complete 

LESSON 1.2: I have chosen or am considering my career progression path (A, B or C). [  ] Complete 

PORTFOLIO 1.2: Personal Goals Document is written and includes 90 day, 6 month and 1 
year goals. 

[  ] Complete 

LESSON 1.3: I have accounts in all 5 essential tool categories. [  ] Complete 

LESSON 1.3: 2FA is active on all my key accounts. [  ] Complete 

LESSON 1.3: I am using a password manager. [  ] Complete 

LESSON 1.3: I have tested a VPN. [  ] Complete 

PORTFOLIO 1.3: Tech Stack Setup Checklist is complete with no empty rows. [  ] Complete 

LESSON 1.4: I can explain the difference between ChatGPT, Claude, Gemini and Copilot. [  ] Complete 

LESSON 1.4: I can apply all four prompt engineering principles to a real task. [  ] Complete 

LESSON 1.4: I can explain the four AI ethics areas (confidentiality, accuracy, disclosure, 
copyright). 

[  ] Complete 

PORTFOLIO 1.4: 5 AI Assisted Task Demonstrations are documented in a Google Doc. [  ] Complete 

 

A word from your instructor 
MODULE 1 IS DELIBERATELY COMPREHENSIVE 

Everything you just covered, the market data, the career reality, the tools and the AI fluency, is knowledge that 

most people calling themselves VAs simply do not have. That gap is your advantage. Do not rush. Do not skip 

the portfolio tasks. And do not wait to feel "ready" before starting. Readiness is built through doing, not 

through waiting. The next module builds directly on this foundation. Come prepared. 
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