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Here are a list of interview questions, you may want to ask a potential VA. Check
all that apply. Then outline when you'd ask them in your interview process.

Aboul Your Business

- Could you share a bit about your VA business and how you got started?

What inspired you to become a VA and what do you love most about being a VA?

Who are the types of clients you enjoy working with most?
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How does your business typically operate—things like your hours, fees, or holiday
schedule?

How do you accept payment? What is the payment timeline?
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Are there tasks you don't like doing? If so, how would you suggest getting those
done if | need them?

Do you collaborate with other professionals or subcontractors? How does that

process usually work for you?

Aboul (orfeing Togelher

. How do you imagine we could work together, and what kinds of tasks could

you take off my plate?

[]

What's your favorite way to communicate—email, phone, Slack, or something

else? How do you like to stay in touch with your clients?

" How involved do you usually get in your clients' day-to-day operations?

_ Based on what you've seen with other clients, how many hours do you think
would make the biggest difference in my workload?

. What specific skills do you feel you're especially great at that could help my
business?

— s there anything you don't like doing?

. Are you comfortable working with other team members or professionals |
already have in place?

. What are your thoughts on using billable hours, and how do you handle time

spent learning new skills specific to a client's needs?
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Aboul You

How would you describe your work style? Are you more detail-oriented, creative, or

somewhere in between?
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How would you describe your communication style?
. How do you prefer to communicate? And How much communication feels “just
right” when working with clients?

How do you typically manage large or complex projects—do you plan everything

1

out in advance, or do you thrive under tight deadlines?
Do you prefer close collaboration with clients, or do you work better independently
__ once clear goals are set?

What's one thing you'd like me to know about working with you?

Slralequ and Collaboralion.

. How would you feel about promoting my business to others, or would you
prefer to keep our work private?

~ Ifthere’s a skill or task that neither of us excels in, what would you suggest we
do?

Do you see our working relationship as more of a partnership or a client-service
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dynamic? How would you approach building trust?

. What steps do you usually take to ensure deadlines and expectations are met?

" How do you manage your schedule and prioritize tasks when working with
multiple clients?

Do you have a plan for handling unexpected changes, like family emergencies?

I

What's your approach to long-term client relationships? Are you looking to grow

with clients over time?

If we ever need to wrap up our partnership, how would you typically handle that
transition?

- How do you feel about deadlines? Are they more flexible or non-negotiable in your
view?
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W ion-and| Problem-Golving

How do you prefer to receive feedback or constructive criticism from clients?

Ifyou were feeling overwhelmed or needed extra support, how would you bring
that up?

~ When challenges arise, how do you usually respond—are you more focused on
problem-solving or figuring out what went wrong?

 How do you build trust with your clients? Does it come naturally, or do you take
specific steps?

~ How often do you recommend checking in, and what communication methods

do you find most effective?

. How do you handle sensitive information or confidentiality in your work?

~ Would you be comfortable signing an NDA if needed?

_ If privacy or boundary issues ever came up, how would you prefer to address
them?

~ How do you ensure transparency while also respecting a client's boundaries?
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Now use the space below to prepare for the discovery calls and interviews.

DW?M@JW

Using the guestions that you checked, what questions would you want to ask in
the discovery call in order to move on?

Now that you have done the discovery call, what questions are you going to ask in
the Initial Interview?
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If you do a Deeper Interview, what questions do you want to ask?
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If you have any deal breakers, write them down.
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