Your virtual admin assistant

WHAT CAN WE DO FOR YOUZ?
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Wh at services

Our virtual assistants can take
on any administrative task you
require, from copy typing and
audio transcription to training
and conference organisation.

No job is

Telephone
1300 821494

h Fax

(03) 5340 0061

Explore the opportunities

Email

support@
We take the time to truly understand adminpeople.com.au
your needs.

Web

www.adminpeople.com.au

We offer a fast, reliable and affordable
service.

Hours

Confidentiality guaranteed. 7 Day a week
8.00am—6.00pm

(After hours also available)



Do you
per sonall

Qut source your admin needs to
| et us take the stress out of

We provide virtual admin, secretarial and personal assistant services to large and
small businesses, not-for-profit organisations, health service providers, education

and training facilities, and individuals.

We offer a wide range of services and have extensive experience and skills. Our
website has an extensive list of possibilities, but any admin/office need can be

discussed.

Whether your requirement is for data entry, transcription or audio typing or
higher level needs such as survey collation and reporting, database creation, data
presentation, preparation of training materials, or financial assistance, Admin
People is the answer. No job is too small.

Our fees are structured on whether the job is rated Level A (small, basic) or Level
B (larger jobs, more skill required). And competitively and reasonably priced. You
only pay for the time it takes for us to complete it, plus any additional materials

you may request. (see page 4 for rate structure)

We are available 7 days per week. We have a 48 hour turnaround on Level A

jobs. Urgent jobs can also be undertaken.
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Our Services

Data Entry

Audio Transcription
Word Processing
Flyers & leaflets

Newsletter creation &
mail-outs

Photocopying & scanning
Diary Management

Training material
preparation, session
plans, attendance sheets,
registrations, manuals,
certificates.

Conferences & Events:
registrations, RSVPs, Mail
-outs, payments, venue &
catering arrangements,
name tags, handouts.

Surveys: creation of
surveys, mail-outs, data
collation.

General spreadsheet
work (Excel).

PowerPoint
presentations.

Resumes: writing,
formatting, reviewing.

Personal Assistant
services.




Rat es

Why use a virtual assistant...
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1300 821494
(03) 5340 006][M

support @admi n

Cost Ef ect ve

Minimum 1 hour is charged
per job and then invoiced at
hourly increments thereafter.

Where services outside those
originally requested are
required, the client will be
consulted before costs are
incurred. Once approved by
the client, these will be
invoiced accordingly.

Any unforeseen extra costs
will also be discussed with
the Client prior to work
commencing.

Admin People is not
registered for GST and
therefore does not charge
GST on services provided.

Urgent work, with a
turnaround of less than 24
hours, may incur a 20%
surcharge. This will be made
clear to the Client before
work is commenced.

Should the Client’s original
requirements change during
the course of the assignment,
Admin People reserves the
right to issue a revised
quotation and expected cost
to the client.

Admin People reserves the
right to adjust rates without
notice. In the event that rates
are adjusted, this will not
impact work already in
progress/previously quoted
in writing.

See page 4 for example rate
structure.




Payment Term

Admin People

Reliable.Efficient.Affordable

I Payment is due 7 days from
invoice date.

C_aQﬂ. Noco:
1366 821 494

I Payment may be made by:
EFT/ Bank Transfer; Cash;
Cheque (any bank charges are
the responsibility of the client)

www.adminpeople.com.au

0 website B Security

Hours upon hours can be spent trying to )
9 All reasonable steps will be

taken to protect information
2 from misuse and unauthorised
end up hindering your company from access.

grow or develop a business. But how you
spend your valuable time could actually

becoming successful. { § 9 All reasonable steps will be

taken to protect software from
corruption.

Hiring a virtual assistant can free up
some of the time you may be spending
on administrative work and replace it ; I Admin People cannot be held

: responsible for any loss, dam-
age, theft etc, of data, projects,
An extra set of hands can help with data entry, creating newsletters, posting content equipment or any items re-

with what you do best.

on your blog, answering emails from clients or responding to social media mentions. A lating to assignments during

virtual assistant, which is an independent contractor, can also take charge and become transit.

an all-out project manager for a campaign strategy or product launch. 1 While Admin People will take

all reasonable precautions to
A virtual assistant can be short-term or long-term, and an assistant can fill in for a ensure that any email, attach-
specific project, or commit to a certain amount of hours per week or month. This can ment to email and all files pre-
be especially helpful during a crunch time or a busy season like the holidays. pared or provided on disk or in

any other electronic form has
been scanned for viruses, we
Examp | e rate structur e: will not accept liability for any
loss or damage sustained by
the Client as a result of soft-
ware viruses or data corrup-
tion. The Client is responsible
for carrying out its own virus
checks and scanning.

Task | Level A | Level B

Document Creation v

Copy Typing

Data Entry

Mailing Services

j Spreadsheets (Excel)

v
Power Point presentations ! v A D M | N P i

Resume writing / formatting
” Research paper typing / formatting v 210 Dr ummond

Fax Services v Ball ar at ,

Training / Event planning v
1300 821
'Pricing (per hour) | 1 hour ' 5 hours | 10 hours ( 03 ) 5340

Level A tasks $35 $30 $25
$35 $30 www. admi npeop

| Level B tasks




