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How  S r  a V t a  A s n  A en

Co r  S l a s

Module 1: Introduction
Welcome & Meet Ari Stewart

Welcome to my Virtual Assistant Agency Course! 
If you’re here right now, it means your vision is to make a bigger impact for your clients while trading less of your time for 
money through offering marketing using an agency model.

Curriculum Tour & Introducing Your Interactive Workbook

Let's take a look at the curriculum, tour the workbook and disvuss what we will cover in this course.

What Students are Saying

Find out what you are in store for with a few video testimonials from people just like you who have taken and LOVED this 
VA Agency Program!

Your Purpose

Your "Why" is the thing that grounds you in your decision to create an online course and to follow through with your plans. 
It is a collection of different motivational factors that lead you to this path to begin with and that you will develop while on 
it.

Module 2: Prepping and Planning
Pricing, packages, and payments

This section is the home of your pricing decisions! Head over to the 'Pricing, Packages, and Payments' section of the 'Goals 
and Decisions' tab in your workbook to follow along. There are many ways to price your services. You want to make sure 
that your pricing method works best for your clients and instills confidence in them! 

Planning for Profit

First off, let’s get super clear on what profit is: Profit is a financial gain; the difference between the amount earned and the 
amount spent in expenses and operating costs. So it's the money you have after everything else is paid. I’m going to help you 
design an agency that is profitable and sets you up for passive income. 

Planning for Passive Income
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We don’t want to make the mistake of creating an agency just to make more work for ourselves. So it is so important to plan 
for profit AND passive income when choosing your business setup. 

Designing Your Growth Method

How fast are you hoping to grow? When you are building an agency and setting goals for yourself, it becomes important to 
understand that growing your agency will take time. 

Upgrading your business structure

If you're building your agency from a independent contractor or freelance business that you already have, it's time to take a 
look at your business structure. 

What it looks like to scale

What is scaling? And why is it important to have a plan to scale?
In this lesson, we talk about your profit margin for your agency. Because the first thing that I am going to teach you is how to 
continuously look at your margins and try and make them larger and healthier without sacrificing quality of work, the 
happiness of your team members, or the results that your clients get from working with your agency. 

Copywriting workshop

Time to evaluate your copy! This is a critical step to looking professional and trustworthy as an agency. Though it is a step 
that you may choose not to take until you go public with your agency. Either way, let’s get ready for this step right now. 

Challenge: Get to know your ICA

Ok, I have a challenge for you. This one is so pivotal in getting your messaging correct.

Help choosing a niche

A lot of agencies are unsuccessful because they don’t stand out in the marketplace. When your agency doesn’t stand out, it’s 
because your message is broad or watered down and it’s not telling your ICA: we see you, We hear you, We understand you, 
and we are the best solution to help you get where you want to go. 

Module 3: Getting Clients for Your Agency
Myths About Marketing Your Agency!

We take an entire lesson to go over two quick, but impactful myths about marketing your agency.

Contracts and Current Clients

I love talking about current clients because I’m always going to encourage you to keep an eye out for the elements that 
make a client really good to work with and serve and then focus on not just retaining your best clients, but duplicating them. 
It consists of how the content within your course gets from you to your students. Below you'll find some information on 
different delivery methods to help you choose one that is best for you and your availability. As with all your course 
decisions, don't be afraid to let this one fluctuate and evolve as you evolve.

Client Outreach Method

The language in a good outreach pitch is rooted in psychology. It is something that has brought me lot’s of success finding 
clients and I’m so excited to share it with you. I have split tested different language and through a lot of trial and error. In 
this leson, we'll go over the one that makes the most impact on my potential clients and all of my leads.
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Client Attraction Method

It's no secret that the marketing advice that surrounds us is often completely overwhelming and incomplete. We know that 
we should be posting on social media, but figuring out what to post, how to post, and how often to post can leave us with 
more questions than when we started this online business journey. There is a certain magic to having Strategic Content to 
grow your agency.

My Client Attraction Secrets

It’s really tempting to get excited when your following starts to grow and your content starts to get more engagement. But 
over and over again we find that likes and follows don’t guarantee you clients. These methods attract clients' eyes and ears 
to hear your story, your voice, and to see the value of your services. But it does not necessarily sell for you. And you need to 
make it easy for them to work with you. Here are a couple ways you can do just that:

Relationship Marketing

Relationship marketing has changed the way I run my agencies and get clients. In fact, I was practicing relationship 
marketing long before I knew it was a term and a concept. Relationship marketing is so powerful in driving the success of 
your business because, if done right, it really builds so much trust and with referrals and nurture based networking, you will 
begin to feel like it’s no longer just you that is trying to get clients. It’s no longer just your content that is promoting your 
business. You Have a community on your side that loves what you do, loves working with you, trusts you, and wants to refer 
you to their peers and audiences. 

Welcoming your new client

Let’s talk about the process of welcoming a New Client!

So you’ve taken them from a cold lead to a warm lead, maybe you've done a discovery call and they would like to move 
forward working with your agency! Now it’s time to send them your initial email to get started working together and get 
paid!

Module 4: Discovery Call Training
Successful Discovery Call with Chris

Hiring an independent contractor comes with a lot of benefits! Let's explore those in this lesson. It comes down to it being 
simpler and more cost efficient for you and your business. But let’s talk about some important things you need to know 
about hiring an independent contractor. 

Successful Discovery Call with Korin

Now let's talk about designing your hiring plan. This lesson is going to help you outline what qualities are going to be most 
important for you when looking for and vetting potential team members. We are going to discuss two main methods here. 

Successful Discovery Call with Vella
In this lesson, we are going to go over 3 of my favorite sources of team members and how you can get started with them 
right now. There are plenty of options out there for finding viable candidates for your agency. However, most of them can 
take too long, require too much of an investment, or simply don’t produce the type of team member that you are looking for.

Unsuccessful Discovery Call with Jill
In this lesson, we are going to go over 3 of my favorite sources of team members and how you can get started with them 
right now. There are plenty of options out there for finding viable candidates for your agency. However, most of them can 
take too long, require too much of an investment, or simply don’t produce the type of team member that you are looking for.

Module 5: Onboarding Like a Pro
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Module 5: Onboarding Like a Pro
Hiring an Independent Contractor

Hiring an independent contractor comes with a lot of benefits! Let's explore those in this lesson. It comes down to it being 
simpler and more cost efficient for you and your business. But let’s talk about some important things you need to know 
about hiring an independent contractor. 

Hiring for Weaknesses VS Strengths 

Now let's talk about designing your hiring plan. This lesson is going to help you outline what qualities are going to be most 
important for you when looking for and vetting potential team members. We are going to discuss two main methods here. 

How to find team members

In this lesson, we are going to go over 3 of my favorite sources of team members and how you can get started with them 
right now. There are plenty of options out there for finding viable candidates for your agency. However, most of them can 
take too long, require too much of an investment, or simply don’t produce the type of team member that you are looking for.

Before the Interview

Once you get some interest in your position for an agency team member, there are a couple ways that you can vet a 
potential candidate right off the bat. 

Questions to ask

It’s time to prepare for your interview with your potential team member. 

Trial Periods 

There are so many ways to vet team members from referrals to portfolios. However... None of these methods can actually 
guarantee that nothing will go wrong ever or that the team member won’t still turn out to be not a good fit for your team. 

Welcoming Your New Team Member: Plus Optional Enneagram test!

Once you have chosen to onboard a new team member, it’s time to welcome them and get them set up in your agency's 
processes. In this lesson we are going to look at a few email templates that I use for team members in my business.

Creating Your Team Member Agreement

In this lesson, you are going to get a look at my team member contract & the purpose and importance of each section.

Module 6: Rising to Leadership
Leadership quality
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As an agency owner or even just as a business owner, you have choices to make.
As your coach, I sincerely hope you choose to rise to the occasion to be not just a boss or a manager but to be someone that 
integrates conscious leadership qualities into their work and management style. I want you to have the tools to be a leader 
and a lighthouse for all who choose to work with you in any capacity and this is where you get an introduction to that 
education and that support.

The 15 commitments

These 15 commitments are just the outline of the book that I mentioned earlier, and I've pulled them from worksheets that 
are publicly available via the link that you'll find in the description below this video. But let's go over all 15 of these 
impactful commitments right now. The top portion of each of these commitments represents the “By me” consciousness 
that we talked about in the last lesson.

Module 7: Conflict Resolution
Miscommunications Within Your Agency

Miscommunications will happen no matter how well you set up your agency. It is completely fine and natural to have things 
being misunderstood at times. The keys to your success in your agency lie in how well you can prevent these 
miscommunications, deal with these miscommunications in real time, and how well you can resolve miscommunications in a 
way that helps every party involved feel heard and valued.

Miscommunications between client and agency

Now it's time to look at how a miscommunication can happen between a client and your agency. We're going to take a look 
at a test scenario.

Simple mistakes and impactful mistakes

Now, let's talk a little bit about actual mistakes that might happen in your agency. Let's talk about simple mistakes and also 
impactful mistakes.

Ending relationships

Ending relationships is usually not going to be your favorite activity in your agency. Occasionally relationships will end 
naturally, such as when a contract expires or if a team member decides to pursue different work. However, a lot of times 
relationships will have to end abruptly, and a lot of those times it will be for the health and the betterment of your agency 
itself.

Module 7: Final Word
What Happens Now

Congratulations! You have made it through several modules and lessons teaching you how to start your very own agency. I 
am so proud of you for taking this journey and sticking with it so far and I sincerely hope you are proud of yourself as well. 
Give yourself a pat on the back and truly celebrate what you’ve just done.
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