
Client Road Map
Hiring your Latino
Virtual Assistant



Hand Picked Virtual Assistants 
From Latin America

Our team is here to guide you and help you 

�nd the perfect virtual assistant for you and

your company.

Before you jump right in, it’s important to 

know how to hire a virtual assistant. Taking 

the right steps will ensure you �nd someone 

who is ideal for you and your company. 

In this roadmap, you will learn how to 

prepare yourself to hire a virtual assistant 

and the steps you’ll follow to hire through 

Virtual Latinos.

As you move along the Hiring Process, 

click on the check boxes to mark each 

step as complete.

Let’s get started!

Welcome to 
Virtual Latinos!

Welcome to 
Virtual Latinos!



What is a virtual assistant?
A virtual assistant is a multi-skilled person who 

provides professional services to a client from a 

remote location, usually a home of�ce. 

Step 1

Determine if you need a VA
Are you working for longer than you’d like to?

Do you spend too much time on busywork?

Do you have a never-ending to-do list?

Are you losing work/life balance? 

Do you not have the budget to hire locally? 

If you said yes to any of the questions above you most 

likely need a virtual assistant. Get the help you need!

Step 2

Determine what your VA will do
If you already know, great! If not, make a list of:

All of the tasks you don’t want to do

All of the tasks you don’t have the time to do 

All of the tasks you don’t have the knowledge or 

skills to do or would be done faster by someone else 

All of your repetitive tasks 

HOW TO HIRE A VA
VAs can help ANY industry. Here is a list of some 

industries a VA can help with and examples of 

tasks they can do for each. 

Marketing Agency: Content Marketing, Email 

Marketing, Social Media, etc.

Property Management: Manage New Leads/ 

Contractors, Schedule Appointments, and more!

Real Estate: Schedule Visits, Manage 

Documents, Offer Customer Support, etc.

Law Firms: Help Collect and Organize 

Documents, Prepare Letters, Manage Cases, etc.

Medical & Healthcare: Book Doctor’s 

Appointments, Data Entry, Translations, Sales, etc.

Step 3

Figure out your budget 
Factors that may in�uence price differences:

Type of service 

Years of experience

Amount of hours you need 
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When you, our client, choose to hire a VA through the 

Virtual Latinos Agency, our expert recruitment team is 

in charge of the entire hiring process, including 

searching, vetting, selecting the best candidates, 

doing preliminary interviews, and more.

Getting Started

Virtual Latinos
RECRUITMENT PROCESS

Step 1

REGISTER on our website.

Step 2

“GET STARTED” SHORT SURVEY 

Complete our short survey so we can learn more 

about you and your hiring needs.

5 min to complete 

Step 3

QUICK CALL 

Book a call with one of our Sales Experts to discuss 

your needs for hiring a virtual assistant, learn all the 

things a VA can help you with, and learn more about 

Virtual Latinos and what we have to offer.

15 min call

Step 4

HIRING SURVEY

Complete the Hiring Survey to help yourself and our 

team understand your hiring needs and what you're 

looking for in your �rst or next virtual assistant.

10-20 min to complete

Note: Please complete this form prior to your 

scheduled “client interview” with our team. 
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https://www.virtuallatinos.com/register-as-a-business/
http://bit.ly/VLGetStartedSurvey
https://join.virtuallatinos.com/vl-call


Step 5

CLIENT INTERVIEW 

Book a client interview call to discuss your and 

your company's needs. 

45 min

In this call we get to know in detail: 

The products/services you offer

The job or project you have in mind, or the 

assistant position you want to fulfill

The requirements, experience, and skills your 

assistant should have

Hourly rate & amount of hours/week you need

You’ll also decide which plan you’d like to 

purchase. Learn more in our Plans & Pricing page.

Initial payments are made after an assistant 

completes their work. Payments are weekly 

during the �rst 5-6 weeks, then billing switches 

to every 2 weeks.

If desired, you can also pre-pay all of your 

virtual assistant’s work for the �rst 4 weeks, as 

well as pre-pay for their work every 2 or 4 weeks 

to avoid getting weekly invoices.

Find Highly Talented 
Virtual Assistants at Affordable Rates

Most Skills Available in Three Levels

Entry Level Basic Virtual Assistants

Basic level VAs are perfect 
for businesses that already 
have processes in place 
and can train any VA.

$8-10 
Per hour

Mid Level
Specialist Virtual Assistants

Specialist VAs have more 
experience and special 
skills that contribute to your 
business growth. They can 
complete tasks with 
minimal training.

$11-15 
Per hour

Expert Level Expert Virtual Assistants

Expert level VAs are 
consultants and 
strategists helping your 
business grow and expand. 

$16-20+ 
Per hour

Part-Time VAs Starting at $785/month      

All-Inclusive. No Recruitment Fees, Setup Fees or Additional Charges.

Pricing above represents full-time VAs (31-40+ hours/week). 
For 20-30 hours/week, add $1/hour to all prices. 3
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Step 6

CONFIRMATION EMAIL 

& DEPOSIT PAYMENT

We will send you a con�rmation 

email with all the details agreed to 

during the interview. Once you 

approve all details you will be asked 

to make a deposit payment to start 

the recruitment process. 

This deposit payment will be credited 

after 8 weeks of hiring the VA. We do 

not charge any recruitment, setup or 

onboarding fees. 

Step 7

RECRUITMENT PROCESS

Our team will take 7-10 business days to �nd and select the 

top 3-4 virtual assistants to help you reach your speci�c goals.

On average our recruitment team evaluates 12-15 candidates 

for each role, interviews 7-8 of them 1-on-1 through Zoom, 

and selects the top 3-4 to send to each client. 

Note: Final candidates provided may vary by client.

7-10 Business days

Step 8

REVIEW CANDIDATES 

Review the candidates presented by our recruitment team 

and select who you want to interview through a call or video 

meeting. All candidates presented are top choices. We 

suggest you interview at least two, if not all. 

Note: We recommend you choose who to interview within 3 

business days to guarantee the VAs you choose are still 

available to hire. VAs are constantly looking for work 

opportunities and may no longer be available if decision 

making takes too long.

1-3 Business days
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Step 9

INTERVIEW CANDIDATES

Interview at least two candidates. Get to know them 

and ask as many questions as you want. 

Step 10

CONFIRM AND SELECT YOUR ASSISTANT

Pick the candidate you’d like to hire by sending us a 

message that you’ve made your choice. 

Note: If you know which candidate you want to hire, 

we recommend you hire them on the spot. If you 

want time to consider them, we recommend you 

make your decision within 2 business days. VAs are 

constantly looking for work opportunities and may 

no longer be available if deciding takes too long.

0-2 days recommended

Step 11

REVIEW AND SIGN AGREEMENT

We’ll send you an initial work and hiring agreement 

for you to sign. It’s all digital, so no physical 

paperwork is needed.

Step 12

SET UP A PAYMENT METHOD.

You’ll be given a couple of options to choose from. 

For US-based clients:

Credit card (Incurs a fee of 3.5%+$0.75/transaction)

ACH payments using a bank's checking account - 

no fees (95% of clients choose this)

For international clients:

Credit card (Incurs a fee of 3.5%+$0.75/transaction)

Step 13

ONBOARDING CALL

Our Customer & Virtual Assistant Success Team will 

book a call for a time and date that suits you and your 

assistant as well. This is an introductory video call 

where we will put you in touch with your new virtual 

assistant so that you can begin working together.

Step 14

START WORKING TOGETHER 

Your assistant begins working for you.
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Virtual Latinos

Frequently Asked Questions
1 | How is Virtual Latinos different from other 
virtual assistant sites?

Our community is made up of people mostly from Latin 

America, not from all over the world.

Virtual Latinos is all-inclusive: no access fees, no setup 

fees, and no additional charges. 

We don’t get in between the communication with your 

worker and yourself unless you personally ask for our 

support and assistance.

Sites like Upwork or Freelancer encourage short-term, 

temporary work. Virtual Latinos encourages long-term, 

permanent work. Business tend to succeed better with 

more continuity and less turnover.

Sites like Fiverr are designed for small, low-budget 

projects or gigs. In contrast, Virtual Latinos is a 

community of passionate individuals hungry for work 

opportunities to form long-term relationships with a 

company, and to become part-time or full-time 

members of your team.

2 | Are VAs pre-vetted and hand-picked by Virtual Latinos?

Yes, our team manually reviews the application of every person who applies 

and hand-picks the best ones. We only accept 5% of applicants into our 

community and only 1% are accepted into our Virtual Latinos Agency program.

3 | Who will train my VA and tell them what to work on?

You or someone from your existing company will train the assistants. Just like 

when you hire a regular employee, they’ll need to go through your training and 

onboarding process to become members of your team. If you need help 

training them, creating a sales or marketing strategy, or anything else, contact 

the Virtual Latinos team and we’ll provide you with various options to help you.

4 | Can Virtual Latinos train and manage my virtual assistant?

At this time, Virtual Latinos does not offer the service to individually train or 

manage your virtual assistant, but we can step in if there are any problems 

when working with your assistant. This means that once you or your company 

has chosen to hire an assistant from our community, you and/or your company 

will be responsible for training, onboarding and managing your assistant(s).
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5 | Where do Virtual Latinos assistants work?

Most of our assistants live and work in Latin America. They work from their home, 

home of�ce, Internet cafe or co-working space in their home city. If you prefer 

them to work from a speci�c place, you might be able to arrange that with them.

We don’t currently have a centralized Virtual Latinos center for our assistants to 

work from, but we might offer that in the near future, starting with a Virtual Latinos 

of�ce in Mexico.

6 | Are the assistants employees of Virtual Latinos?

No, all virtual assistants are foreign independent contractors. They’re individuals 

who have applied to be part of our community, have been reviewed and approved 

by our team, and then invited to be part of our community. When you hire an 

assistant through our Agency, you pay Virtual Latinos and we pay them on your 

behalf, but they’re still not employees of Virtual Latinos. 

7 | Can I get a free virtual assistant trial?

No, we don’t offer free trials of our assistant’s services. We value our assistant’s time 

and yours and believe that the best working relationships are those that involve 

people who are serious about getting hired and hiring. 

Our team is in charge of the time-consuming job of �nding, vetting, interviewing, 

and hand-picking the best assistants for each of our client’s speci�c needs. We only 

choose highly talent candidates.

8 | What happens if the virtual assistant hired is 
not the right �t? 

When you hire a Latino virtual assistant (VA) through 

our agency, and the VA is not the right �t for your 

company, our agency will �nd and replace the VA with 

a new VA (up to 3 total VAs per hire). We do require 

that you work with our VAs for at least 80 hours total 

(40 hours/week x 2 weeks or 20 hours x 4 week) before 

you decide it isn't the right �t.

9 | Do you offer a guarantee? 

Yes, we offer a Satisfaction Guarantee. 

Virtual Latinos Agency Guarantee: If you’re not 

happy with your assistant within the �rst 80 hours of 

work, we’ll replace your assistant with a new assistant 

at no additional cost to you. In the very unlikely event 

that you’re not happy with your second assistant after 

the �rst 80 hours, or he/she didn’t prove to have the 

skills needed to complete the tasks you needed to be 

done during that time, we’ll refund you 50% of your 

total pay during the whole process. (We’ll refund you 

80 hours out of the 160 hours you paid for both 

assistants.)



10 | How do I pay Virtual Latinos?

You’ll pay your virtual assistant through Virtual 

Latinos. You’ll pay us, a US-based company, and we 

will pay the virtual assistant. The automatic payment 

will be set every week for the �rst 6 weeks and 

bi-weekly after that.

For US clients we accept credit cards, debit cards, 

and ACH bank transfers. For international clients only 

credit card payments.

11 | Do I need to pay any taxes? 

The short answer: No

The medium answer: Your virtual assistant is a foreign 

subcontractor, so if you’re in the United States you 

need to send us (Virtual Latinos) a 1099 tax form. You 

don’t report their wages. You don’t pay 

unemployment insurance. You don’t do tax 

withholding. You don’t have to deal with taxes.

For legal advice, we recommend consulting with a 

tax professional or CPA. 

12 | Does your company run a background check for all of your VAs? 

No, our company does not run international background checks on any of the 

VAs that we accept into our community.

We do have a very thorough and time-consuming application process that all 

VAs have to go through, and we manually review and approve/deny every 

applicant that applies to work with us. As of 2021, we accept only 5% of all 

applicants into our community.

Our application process makes it hard for people to be invited into our 

community, and we typically only accept people with 4-year degrees, with 2+ 

years of work experience, and those who answer all of our application 

questions thoroughly, with examples and lots of details. We also ask VAs for 2 

references and 2 letters of recommendation. 

Want to do a background check on a VA?

If desired, you may perform a background check on any assistant hired through 

our company. We can put you in touch with a company that offers international 

background checks, and you can do this yourself. You would need to pay for 

and process this independently.

The typical processing time to get a background check outside of the US is 

about 2-3 weeks.
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THANK YOU!
Virtual Latinos Team
www.virtuallatinos.com   •   info@virtuallatinos.com
+1 (619) 558-1118   •   San Diego, California, USA

Start Your Virtual Latinos Journey

https://www.virtuallatinos.com/register-as-a-business/
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