
 

 

  



 

 

Administrative VP’s: Scaling Your Back Office With Virtual Professionals 
By Daniel Ramsey 

 

Your Sticky Challenge will have convinced you that one of the keys to scaling is to remove 

yourself from the administrative activities of your business and to focus your time on growing 

your company. Having a virtual professional tackle operations and administrative outcomes for 

you can go far beyond what a traditional assistant does, like answering phones and keeping 

your calendar. There are many more ways a virtual professional can help you administratively. 

Here are some concrete examples of my favorite things administrative virtual professionals do 

for our clients. 

Lead Management 

The example below is from early 2018 of what we have in place so that Sales & Marketing can 

know how we have handled a hotline, a web chat, or an email campaign lead coming into our 

CRM. When someone came to MyOutDesk who was interested in working with us, we had a 

script and a completely outlined lead process in hand. While all salespeople need to embrace 

those standard operating procedures, they don’t necessarily need to be the ones who own 

those documents; you could have an administrative virtual professional who acts as that owner 

and keeper of these very important procedures and process. You will be amazed at how having 

someone to do this will keep you from getting bogged down with the sales side of your 

business.  

 



 

 

 

Lead Reporting 

One opportunity many business owners overlook is taking advantage of all the reporting and 

business analytics virtual professionals can provide. Below we have a report prepared for one of 

our clients. In it, you can see a lot of information: where their revenue came from during this 

reporting period, how many deals were closed, what money is being spent on, and what their 

conversion rates looked like. Numbers like these can be prepared for you so you can know 

where to best spend your marketing dollars and how you can be most effective in closing deals. 

Media Leads:  Where all leads come from and their % impact on the business 

https://drive.google.com/file/d/1B1z2FApakPv6wZN3gXHunAukhhj1JHpZ/view?usp=sharing 

Net Promoter Scores 

Another thing your virtual administrators can do for you is to keep track of net promoter scores. 

Whenever we have asked clients, “How likely are you to refer colleagues and friends to our 

service?” and the answer is “very likely” or “not likely,” we know that those who say “not likely” 

are clients who we need to focus on. They are, in a way, raising their hands and saying, “Hey, 

we are not 100% happy,” and finding out why yields useful information. A virtual professional 

can track both the “likely” responders and the “unlikely” over time to see if the same issues kept 

coming up and report back to you about how more customers can become likely to give you a 

referral. Many companies don’t have a quality score around their service or product, and having 

an administrative professional to survey clients, employees, and vendors is a great way to get 

feedback you can use to implement long-term structural changes. 

Recruitment 

I’m an employer and we have thousands of folks who work for MyOutDesk. I know from 

experience that sorting through all the applications we get is a big challenge and not necessarily 

the best use of my time as an entrepreneur. We have had years when we have had over 30,000 

applicants for only 500 jobs. As you would imagine, the process to narrow down the field to the 

2,000 or so viable candidates we would want to do an interview with is humongous. As a 

business owner, it is your job to interview and find talent, but posting jobs and screening the 

multitudes is not. This is something that an administrative professional can handle for you when 

you give them a clear idea of what your criteria are. There is a lot of software out there that can 

speed the process up for you, but the reality of it is that when you put a job out there, you might 

have a hundred applicants for it. Have your administrative professional narrow that down to a 

handful for you and you will be glad you did. 

Agile Project Management 

Agile project management is a great way to use your virtual administrative professionals. Below 

is an example of a spreadsheet that could represent project management for anyone on your 

team. On the left side, you can score the importance of the task, starting at 1,000 and going 

down so that the highest tasks go to the top and the lowest go to the bottom. You can assign 



 

 

objectives to the tasks, due dates, the person it is assigned to, what documentation is needed, 

and completion dates. These can all be housed in one spot.  

If you are running a big organization and you have as many events as we do (for example, we 

might have a birthday party this week, a client event next week, and a team building event 

coming up next month) all the related details have to be tracked as a project. There are the 

flights, the hotels, the venue details and schedules…and all this can be managed by virtual 

professionals. Many of our clients and virtual professionals use the Basecamp app to run 

complex, multi-functional projects. Some still use a simple Excel spreadsheet, like the one I’ve 

shared below in our resource guide. Others use a kind of software that is specific to project 

management. Whatever you use, you can give it to a virtual professional to run it for you. 

Performance Reporting 

Performance reporting is another role that virtual administrative professionals can assume. Here 

is an example from several years ago of our incoming leads, where they came from, and how 

many converted across different departments. A virtual professional compiled that information 

and maintained it over time so we could have access to that data.  

 

There are many different access points virtual professionals can have for this kind of data. If you 

have a phone system, there is a backend for that phone system where data can be pulled from. 

If you have a CRM, there is a backend for that from which you can extract how many leads 

came in and what the activity looks like. If you have some sort of delivery software in which you 

are running projects, you can pull that data out of the backend. If you have financials, you can 

tie the operations of your business back to those financials. These are all examples of 

performance reporting. A virtual professional will have to be given resources to do this; they 

won’t be able to jump straight in and know how to do it. But once it is set up and you have 

introduced them to it, they will be able to maintain it for you and report back in a consistent 

format. 

Customer Support 

In Chapter 3, I mentioned Chris, a virtual professional at MyOutDesk who has been supporting 

our client Knolly’s technology company. The technology is a CRM. A few years ago, Knolly 

hadn’t been sure what he was going to do with his tech company. He was either going to ditch it 

or move forward with it. It had an inexpensive price point, so there were a lot of potential users, 

and it was a recurring source of revenue for him. The problem was that he was tired of working 

on it himself as a business owner. I told him I could get him somebody.  

That’s where Chris came in. He is the customer support touch point for all inquiries, sales, and 

operations. The only thing that he doesn’t do is do speaking engagements or write books about 

the CRM, or work with the tech people to maintain and develop the technology. Knolly does 

that. But Chris handles everything else, from onboarding to helping someone move his or her 

CRM from an old system. Chris feels like a partner to Knolly and he loves his work. He is a 

great example of an administrative virtual professional who has made a business come alive. 



 

 

Scale Framework: 

Go to www.virtualprofessional.com/admin to get copies of all of the above examples and a short 
video on how to implement a virtual professional on your administrative team. 
 

About MyOutDesk 
To learn more about MyOutDesk, visit our website at www.myoutdesk.com or call 1 (800) 583-

9950 and we will reach out to you to schedule a personalized one-on-one consultation.  

 

http://www.virtualprofessional.com/admin
http://myoutdesk.com/
http://www.myoutdesk.com/

