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Move over traditional PAs. The new-age VA is here. And 
for those of you who have never heard of a virtual assis-
tant (VA), or have heard of VAs but have never thought 
them beneficial, keep reading this article as we set out 
to explore what exactly a VA is and the benefits of 
hiring one.  

Otherwise known as virtual professionals, these admin-
istrative assistants can do more than just admin. They 
work remotely, work their own hours or the hours 
needed by their client. They’re the traditional in-office 
assistant or onsite secretary in digital form - performing 
a multitude of tasks as well as specific tasks which are 
based on specific skill sets and expertise.  Hired as inde-
pendent contractors, VAs in general work for them-
selves as well as companies who become their clients 
and can have multiple clients at once. With flexible 
schedules and rates, they are the affordable option for 
those who need extra professional hands to help with-
out having to outlay high salaries or rent for office space 
to hold staff members.

From PA to VA: The VA does everything from A to Z
Virtual assistants, as their obvious name suggests, 
assist. As stated by balancecareers.com, “Virtual assis-
tants need to be able to do everything for their clients 
they would do in the clients' office, only from their own 
home or shared office space. Virtual assistants must 
factor in additional costs for their business, including 
purchasing and maintaining their own office equipment 
and marketing to attract new clients.” 
 

A qualified, trained and experienced VA needs to have a 
standard of skills and competencies, with additional 
expertise a plus. From marketing, bookkeeping, admin, 
appointment scheduling, making phone calls and man-
aging email accounts etc — the VA provides timeous 
assistance no matter the industry or niche the business 
is in. Whether hired for a long period of time or only for a 
set contract period - the VA is available as and when you 
need it. 

Explaining the skillsets of a VA, balancecareers.com, 
states, “Many of the skills needed to be a virtual assis-
tant are the same as the skills needed to be an adminis-
trative assistant or secretary and include: 
Superior organizational skills: VAs have to be organized 
to keep track of assignments for different clients.
Communication skills: Since they work remotely, VAs 
have to be adept at communicating by email and phone.
Tech savvy: The best VAs have a wide range of comput-
er skills and are proficient at the most commonly used 
software programs.
Multitasking: VAs need to be comfortable jumping from 
one task to another as individual clients make new 
requests.”

A VA is NB when you need SOS assistance ASAP
When it comes to a virtual assistant, the benefits are 
unlimited. From HR, finances, onboarding and actual 
assistant - benefits are seen from the remote office 
desk to bigger picture business aspects. So why hire 
one? Listed below are bigger picture benefits for your 
business:
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Continued on page 2

WHAT IS A VIRTUAL ASSISTANT
AND WHY SHOULD YOU USE ONE?

Still a new concept, Express Employment Professionals looks into remote staff and virtual assistance and why you 
should make use of them.



• Boost your business’s productivity
• Protect your work time by managing your schedule 
• Help you get to all business all the time with reminders
• Help you scale your business and ensure growth
• Help you to run your business while they take care of 
the personal aspects
• Help you plan your business for the future and take it to 
the next level
• Help you to free up your time by taking over some of 
your mundane tasks
• Allow you to broaden your business clientbase, prod-
uct, services and offerings
• Help your business to get organised and daily opera-
tions to run more smoothly
• Benefits that come with their skill set or specific qualifi-
cations and the application thereof in your business

Express Employment Professionals has launched an 
online platform where you can books VA’s - or as we like 
to call them, Express Virtual Assistants (EVAs) - in just a 
few clicks.  EVA was born out of a need that we at 
Express Employment Professionals - leading staffing

provider in South Africa, USA, Canada, Australia, New 
Zealand and Botswana - came across while servicing 
our clients. We realized that business owners struggle to 
get the expert skills and knowledge they need to grow 
their business, in an affordable way.

We have various EVAs who specialize in various fields. 
Whether you need an administrative superhero, or some-
thing a little more specialized, we’ve got you covered!  
And the best part is, you can book them per hour – it’s 
like online shopping for superb candidates! 

Now you know what an EVA does and their benefits - 
book a multi-talented VA now! 
Achieve your business goals by seamlessly adding a 
virtual assistant to your dynamic team with a click of a 
button. No paperwork, no hiring, no fuss. Our EVA’s at 
Express Employment Professionals specialise in multi-
ple skills depending on your needs. From PA & Executive 
Admin; Admin & Secretarial Support; Customer Service; 
Sales & Marketing; as well as Finance & Accounting, visit 
eva.co.za to book you very own EVA.
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How do you book an EVA?

Search Browse Book Pay

Our easy-to-use booking platform 

makes booking payment easy, fast, 

safe, and convenient.

Search for the job, skill or software 

you need your EVA to do with our 

clear and concise VA directory.

Choose your assistant from

various profiles, skill levels and skill 

categories. 

Pick the dates and 

times you need.

The Brand It Blue Initiative was born out of a desire to 
serve and partner with a variety of non-profit organisa-
tions in more than 800 Express office locations across 
the world!

As part of the mission of Express Employment Profes-
sionals, our franchises help connect qualified job seekers 
with reputable companies, but also go above and beyond 
to provide hope to their communities. 

Over the past six years, franchise offices have partnered 
with local charities in their community.  Express staff, 
associates, clients, friends, and family have volunteered 
and helped these charities. Our Brand It Blue Initiative 
will take place during the month of July.

Ask us how you can participate in our Brand It Blue  
Initiative!

Express Employment Professionals 

Serving and bringing hope to communities across the world.



In less than a month, The Protection of Personal Infor-
mation (POPI) Act will be implemented. And should you 
never have heard of this, or actually taken the time to 
become informed of all that is POPI, continue reading. 

What is POPI? 
According to mastershred.com, “The purpose of the Act 
is to protect personal information, to strike a balance 
between the right to privacy and the need for the free 
flow of, and access to information, and to regulate how 
personal information is processed. The basis of the 
POPI Act is that organisations need to conduct them-
selves responsibly - responsible corporate citizenship. 
Organisations should not only be responsible, but 
should be seen to be responsible corporate citizens. 
Part of this responsibility is to protect the information 
inside the organisation, and to be responsible when it 
comes to the process of storing and sharing personal 
information. Personal information is to be seen as 
precious goods and that the Act requires organisations 
to exercise control over these precious goods.”

So what does this mean for you, us, businesses, 
clients and staff? 
Hiring staff and employees in any business or industry 
involves personal information on all fronts. So, with 
regards to POPI, what personal information does this 
entail? Birth dates, identity numbers, contact details, 
criminal records, photos, health information, demo-
graphic information, physical addresses, employment 
history, salary details, education information and other 
private details of an individual. POPI relates to compa-
nies with all organisations considered to be data 
subjects. 

For you and your business, POPI affords you the same 
right of protection. “The Act applies to anyone who 
keeps any type of records relating to the personal infor-
mation of anyone, unless those records are subject to 
other legislation which protects such information more 
stringently. It therefore sets the minimum standards for 
the protection of personal information. It regulates the 
“processing” of personal information. “Processing” 
includes collecting, receiving, recording, organising, 
retrieving, or using such information; or disseminating, 
distributing or making such personal information avail-
able. The Act will also relate to records which you 
already have in your possession.”

Compliance checklist and preparations
First off, to be compliant, companies will have less than 
one month to comply with the conditions of the Act, 
starting from 1 July 2021. They will then need to obtain 
processes and systems to keep personal information 
safe, and protected when in storage or being shared or 
transferred from applicable parties. 

ON 1 JULY 2021, POPI WILL BE
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IN FULL SWING, SO GET INFORMED NOW

Do you have a Disaster Recovery Plan in place?

Is your IT governance and security up to par and used 
in meetings?

Do you have a clear and concise plan for when cyber 
breaches occur?

Have you done a cost analysis to determine which 
critical elements need to be protected during a cyber 
breach?

Have you assessed warm, hot and cold sites to use?
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on 066 481 0580  or Nastassia.Lamont@expresspros.co.za
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After you are able to answer yes to the above questions, 
then you need to continue to tick all the boxes on the 
compliance checklist. When the Act is in full force, you 
will need to do the following - and other items not listed 
below but found on the POPI website: 

• All personal information must be directly collected 
from the “data subject”
•  Only collect personal information for a specific, explic-
itly defined and lawful purpose 
• All personal information no longer needed must be 
disposed of and personal records destroyed in a way 
that prevents these reports from being reconstructed.
• Personal information can only be used for the purpose 
of which it was collected for.

The list of to-dos and preparations is lengthy, so we 
advise you to do thorough research on the Act and 
ensure you read through every section to gain a full 
understanding of what is required.
 
Speak to your legal advisor or POPI expert should you 
need to know more about POPI and how it affects your 
business. 

Alternatively, Express Employment Professionals can 
refer you to John Botha and his POPI Readiness presen-
tation hosted on 5 May 2021. Furthermore, should you 
want to know more about our compliance, view our 
privacy policy on our website www.expresspros.co.za

Express Employment Professionals 

A productive workforce starts with having a team of highly engaged, passionate employees. In their infographic, 
Webpage FX explains the benefits of raising employee engagement:
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8  WAYS TO INCREASE EMPLOYEE ENGAGEMENT

Encourage Social Connections
Provide a space for your employees 

to take breaks during the day and 
encourage them to use it. Host 

events and activities outside of work 
hours.

Treat Everyone With Respect
Make respect a core value of your 

company’s culture, and your 
employees will be more satisfied 

and engaged with their overall work 
experience.

Celebrate Accomplishments
Recognisizing employees for their 

successes and accomplishments is an 
easy way to boost morale, and can 

motivate them to continue producing 
great work.

Offer Room For Growth
Invest in the resources your employ-

ees need to continue learning and 
improving their skills, and try to 

promote within whenever you need 
to fill management positions.

Ask For Feedback
Make it clear that you value your 
employees’ job satisfaction by 

sending surveys that ask for their 
honest feedback and any sugges-

tions

Provide Feedback
Providing honest and constructive 

feedback is a simple way to keep your 
employees engaged, and will also 
improve the quality of their work.

Lead By Example
Make sure that your leadership 

positions are filled by people who 
are truly committed to your compa-

ny and goals.

Have a Clear Vision
Make sure that your company’s 

overall mission and goals are clear, 
and that each employee can see 
how they personally contribute to 

achieving them.

Source: Refresh Leadership & Web FX https://bit.ly/3oOJNin 


