
Guide to Onboarding

Who Are We?

Wishup is India's first remote employee platform. It was founded in July 2015 by two
friends from IIT Madra, Neelesh Rangwani and Vivek Gupta.

What Do We Do?

Wishup assists small and medium-sized businesses, entrepreneurs, and
professionals by offering qualified virtual assistants that aid with administrative work,
research, project management, sales, and marketing, among other things.

How does it work?
● Being Proactive in nature
● Regular and consistent updates
● Daily Status Reports using the internal application
● Meeting Minutes are being recorded
● Collaboration with the customer as a partner, not merely as an assistant by a

remote employee



What exactly is a Virtual Assistant?

A Virtual Assistant is a shared resource that may be allocated to one or more
customers and numerous tasks based on the bandwidth chosen. Virtual assistants
help customers with duties such as research, sales and marketing, marketing
communications, data administration, and other activities and areas where the client
may need assistance.

What is a Virtual Assistant's role?
● A Virtual Assistant may be allocated to one or more customers based on their

availability, bandwidth, and the needs of the client.
● A Virtual Assistant may be assigned a single task for the full bandwidth or

numerous jobs with various clients.
● The bandwidth can range from:

○ 8Hrs – one client – Full Day
○ 6Hrs – One + One Client – Economy
○ 4Hrs –One + One Client – Half Day

● Tasks might range from recurring to one-time to urgent
○ Scheduled repeating actions such as emailers, social network postings,

website updates, and so on are examples of recurring chores.
○ One-time chores are unplanned activities that may be a one-time

occurrence, such as flight rescheduling, a social media post of an
announcement, and so on.

○ Urgent jobs are those that must be accomplished in a short period of
time and with a high priority. If more than one customer assigns
numerous urgent tasks, the work assigned first should be prioritized,
and the other client should be alerted.

Task Prioritization
● It is the VA's obligation to confirm with the customer which tasks are urgent

and should be prioritized, and which are not.
● While working with numerous clients, the VA should make certain that neither

of the client's responsibilities is disregarded or prioritized over the other
without first consulting with the client.

● When dealing with several clients and critical assignments, both clients should
be contacted and told about the decision to prioritize one work over the other.

Providing Regular Updates
● Time management is essential, and frequent updates are required.

○ When accepting a project, realistic dates and timetables should be
provided to the customer, along with a detailed explanation (if
necessary) of the procedures required to complete the work.



○ Assignments must be performed on schedule while keeping a high
level of quality.

○ Both the customer and the shift manager will receive regular updates.

Client Loyalty and Partnership
● It is critical to establish rapport with the client and maintain a cordial

connection.
● When a client and tasks are allocated, a call should be scheduled with the

client to ensure that everyone is on the same page about the assignment and
the timescales.

● To avoid contacting the client again for clarification of uncertainties, ask
questions and obtain thorough clarity.

● Timelines and working hours should be communicated to the client in a clear
and reasonable manner. If a customer consistently demands to work after
hours or on weekends, respectfully and clearly explain expectations regarding
working hours, and if they continue, tell the shift manager or operations team.


