
List out tasks you:
1. Like to do
2. Are Also Good At

List out tasks you:
1. Don’t Like To Do
2. Are Also Good At

List out tasks you:
1. Like to Do
2. Are Bad At

List out tasks you:
1. Don’t Like To Do
2. Are Bad At

Delegate these tasks. Delegate these tasks ASAP

Make a plan to delegate these when appropriate.
Find ways to take on more tasks on this list now that 
you have more time taking away the other tasks. 

Step 1: 
List out all the tasks you 
do in typical week:

Step 2: 
Place each task in the box you feel is most appropriate:

Step 3: 
Work with your virtual assistant and Pac Biz account manager to identify which 
tasks can be delegated now to your assistant. Which might need additional 
training and SOP’s and can be transfered in the future. 

Virtual Assisting Toolkit


