
21 Things You Can Delegate
Right Now! Get Your Life Back 



Hi, I am Katerina 
Owner of Get it Done For Me,  

Virtual Assistant Services 



Thank you for downloading your 21 things you can 
delegate right now. 

I hope you get some great 
ideas from these tips.  

When you are ready to get 
started, you can simply text 
me and my staff will get 
right back with you.  

We like to get to know our 
clients and what your 
business goals are in order 
to help you achieve your 
goals. 

Katerina Gasset 

561-502-1577

Email: katerina@KaterinaGasset.com 

mailto:katerina@KaterinaGasset.com


Delegate these right now:

1. ISAs! Lead Generation!!  

This is our most requested task! Right now, 
today, you can take lead calling off your plate. 
We have ISAs who make appointments for you 
from your leads, whether is it zbuyer leads, or 
your own FB ad leads, or any lead Gen program, 
our ISAs can help you! 



2. Facebook group ~ checking & approving new 
members requesting to join your Facebook 
groups. For active FB groups, this task alone 
takes almost 10 hours a week.  

Right there just with this one task you are 
getting back 10 hours a week to build your 
business. 

More Tasks To Delegate:



3. SEO ~ Search Engine Optimization  

There are over 120 tasks involved with SEO for 
your keywords you want to rank for. I used to do 
all this myself every day. Then I created a system 
and trained my virtual assistants to execute my 
system. This is like putting your SEO on auto 
pilot but of course, with humans doing the work 
so that it is real, authentic and meets the 
standards of what the Google algorithm rewards.  

Save hours a day on this one task alone. 



4. Blog writing for your blogs and websites  

How much time do you spend each week on 
writing your content? Most business owners I 
know are too busy to even start a blog much less 
maintain it. I love to write. It was hard to let go 
of this part of my business. But when I did, I was 
able to spend more time closing sales. I still do 
write. Actually, I wrote this pdf of the 21 Tasks to 
Delegate. I am not recommending you never 
write, just make it easier on yourself by 
delegating most of your blog content writing. 



5. Graphics for your blog and social media.  

I have trained my assistants to create graphics 
according to my guidelines. This is another thing 
that I really enjoy doing myself, but again, when I 
am creating graphics I am not on the phone closing 
sales and not writing emails to my lists!  

Get your graphics done consistently as part of your 
tasks. I used to go to Fiverr to get this done too but it 
was taking too much time to train in what I needed, 
it was much better and faster to have my own staff 
doing my graphics. We can do this for you too. 



6. Twitter Graphics and Tweet Development  

Graphics on Twitter get clicked on 60% more 
than plain text tweets. We have  virtual 
assistants who know how to create the right 
sized graphics for Twitter and create your tweets.  

Twitter is a HUGE way to get traffic to your 
website. I get a lot of traffic and it results in sales 
through my super consistent use of Twitter. My 
Twitter is active all day long even when I am not 
online. 



7. Google Local Map and Business Listing  

Are you tired of keeping up with all the changes 
Google makes to their maps and business 
listings? So annoying! Make sure you are in the 
top 3 on the map!  

We have trained virtual assistants who can take 
this off your plate… this is a tedious job. Do you 
really want to spend your time working on this ? 
I sure don’t, that is why I delegated it! 



8. NAP & Citations  

Did you know that your Name, Address and 
Phone number have to be consistent across the 
web? You need to gain trust and citations for 
Google to rank you.  

I recommend each business owner spend 2.5 
hours a week on developing citations. How much 
time do you spend on this part of your business? 
Our VAs can do this for you each week. 



9. YouTube SEO  

YouTube is its own search engine and Google 
owns YouTube. I developed over 70 tasks to 
apply to each video we create for our niches.  

I am NOT going to do those 70 tasks myself so I 
trained some of my virtual assistants to do this 
for me and my clients. 



10. YouTube Video Creation for your Business  

Yes, we can create the videos. They are not going 
to be the ones you pay $900 to get made for you. 
But good is good enough…  

Video creation is from a mix of still shots and 
moving video to add interest. These videos are 
created for SEO value. They are still great for 
views too, however, the focus is for SEO. 



See What Clients Say…. 

Just a note to say how pleased I am with the roll out. Your 
service and that of the VA's are truly exceptional!  I love 
the organizational process, the thoroughness, and the time 
you take to explain everything. Through the combined 
efforts, my level of professionalism is raised and I'm so 
excited that I can now be more consistent with tasks, giving 
me the ability to help my clients even more. LOVE it! 
Thank you so much!
Christine.”

~ Christine 



11. Wordpress Website Maintenance   

The team can update your plugins, update your 
wordpress, add content to your blog page, add 
content to your pages, fill in your SEO fields, 
delete your spam comments and more.  

Again, this is a huge timesaver. 



12. Pinterest~ Graphic Creation and Boards  

If your avatar is a female who make more than 
$150K annually, Pinterest is where you need to 
be.  

We create those skinny and long Pinterest 
graphics, post them to your boards, link back to 
your websites, optimize your Pinterest accounts, 
and more. 



13. Article Marketing  

When was the last time you took your blog post 
and syndicated it across the web? I know this 
stuff, and I still don't get it done!  

I created checklists and systems for my virtual 
assistants to follow in getting your articles placed 
across the web in the important places that 
either Google likes or will get you more traffic. 



14. Clean & Organize your messy email! 

I am the worst at email. I am not good at all at 
organizing it. I just let it all pile up and do 
searches for the emails I lost and need to find.  

Then I started to have my virtual assistant go 
through my emails, unsubscribe from stuff I 
don’t need, label the important ones and put 
them in folders, delete the ones we don’t need, 
and so much more. 



15. Social Media Tasks  

The virtual assistants can post to your Facebook 
and Instagram business pages, answer questions 
and reply to comments, create the visuals for 
your FB page, upload videos to your FB page, 
interact with your clients, be your customer 
service representatives, and more…  

We can also post to your TikTok account.  

What a HUGE time saver! 



16. Create Google slideshows for sharing and 
other places online to promote your business or 
add value to your avatar.  

You can turn these into videos. Our virtual 
assistants know how to create slideshows in 
Apple’s Keynote and Google Slides. It is another 
way to repurpose your content.  



17. On Page SEO ~ On your pages and posts  

We can fill in your SEO fields for you for each of 
your articles you have already published, that are 
just sitting there not adding any SEO value to 
your website.  

Again, this is something I know I am supposed 
to do, but never have the time to actually do it. 
Get it done for me, is what I say! 



18. Data Entry ~  

Do you have email lists you want to import into 
your FB custom audiences?  

Do you need to be backing up your email lists 
and never do it?  

Any kind of data entry that you can create a 
short video tutorial about we can get it done for 
you. 



19. CRM management ( contact management)  

Stay in touch with your clients. Stay in touch 
with your leads. The virtual assistants can help 
you with your contact management.  

Send out postcards, mailers, newsletters, etc to 
your data base. 



20. Watch webinars for you and take notes.  

I love delegating this task. So many times I have 
been on a webinar and the take away after an 
hour is maybe one thing. This saves me hours of 
my time.  

My VA watches the webinars for me, creates the 
notes in google documents ( owned by me) and 
then pings me to let me know the notes are 
ready. I glance through the notes and take what 
is good and leave the rest. 



21. Side by side ~ Clone yourself  

This is my favorite so I saved it for last.  

I have 2 full time VAs who are on google chat 
during their shifts and I give them tasks to do, 
setting up appts on my calendar, scheduling my 
appts, getting info I need for this or that, they 
write emails for me, the list goes on and on.  

Whatever I need them for, there are right there 
one chat away from me. I could not do all that I 
do in my business without their help! 



BONUS LIST

Customer service representatives  

Secretarial services  

Press Releases and management  

E-commerce: Amazon, Shopify, Etsy  

Niche sites for ad revenue  

Podcast services, transcriptions, repurposing … 



See What Clients Say…. 

Just a note to say how pleased I am with the roll out. Your 
service and that of the VA's are truly exceptional!  I love 
the organizational process, the thoroughness, and the time 
you take to explain everything. Through the combined 
efforts, my level of professionalism is raised and I'm so 
excited that I can now be more consistent with tasks, giving 
me the ability to help my clients even more. LOVE it! 
Thank you so much!
Christine.”

~ Christine 



Anything you can create a system for… 

We can train a virtual 
assistant to do it for you.  

The best part of all, is our 
team works for $11 to $15 per 
hour.  

Our COO,Daisy Santos, and 
our board manager manage 
the output and work with you 
to make sure they reach your 
goals.  

Minimum of 10 hours a week 
is required. 



What Would You Be Doing Right Now if You Had Your Time Back?
Text  Me Now to Get Started: 561-502-1577



Text me: 561-502-1577 
 To get started…


