PAVA

PERFORMING ARTS

—— VIRTUAL ASSISTANT —

TOP 5 TASKS
TO OUTSOURCE

Simple ways to reclaim your time and focus
on what matters most.

A virtual assistant can manage invoicing, track accounts
receivable, and follow up on outstanding payments—
keeping your cash flow organized and on track.

@I; 1. ACCOUNTS & INVOICING

2. COMMUNICATION

From emails and forms to website updates and proofreading,
a virtual assistant can ensure your communication

remains professional and timely.

Recitals, competitions, and performances require countless details.
A virtual assistant can organize costume orders, sizes,

% 3. COSTUME COORDINATION

pricing, and distribution.

4. SOCIAL MEDIA MANAGEMENT

Stay visible without spending hours online. A virtual assistant

can help plan content, schedule posts, manage engagement,

and maintain consistency.
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Q | 5. RESEARCH & SPECIAL PROJECTS

Whether you're comparing vendors, planning events,
gathering resources, or researching new opportunities,
| a virtual assistant can handle the time-consuming legwork.

READY TO RECLAIM YOUR TIME?
|

Let's create a customized support plan
so you can focus on teaching, creating,
and growing your business.

PERFORMINGARTSVIRTUALASSISTANT.COM @



