
Get Work Done Remotely



Grow your  business w it h a Vir t ual 
Assist ant  at  WIshup   

Not enough bandwidth to complete 
all the tasks on your check list? A 

trained Virtual Assistant can be the 
answer

Why Wishup?
Wishup provides trained Virtual Assistants with 
rich experience in a varied number of tasks both 
specialized and recurrent

Don't want to spend time sifting through a pile of 
application? Wishup brings you the best Virtual 
Assistants with expertise in performing t he tasks 
you require  

- Assistants who come with prior experience
- Vetted and selected after a series of tests and 

interviews
- Qualified professionals with a diverse range of 

skills 

Trained Virtual Assistants
- The Virtual Assistants undergo a rigorous one 

month of training
- Trained in over 50+ business and executive 

tasks
- Manages wholly by Wishup

The Virtual Assistant you hired is not a good fit?
If you feel that the Virtual Assistant you hired is not 
a good fit and their skills don't match, Wishup will 
ensure a seamless transition to a different Virtual 
Assistant of your choice. 
You will also be assigned an exclusive Account 
Manager for all troubleshooting



What 
We Do

Trained in over 50 tasks in-house, our 
Virtual Assistants are ready to assist you 
with business, executive, and personal 
tasks.

- Administrative and Executive Tasks
- Social Media Assistant
- Lead Generation Assistant
- Research Assistant
- Bookkeeping Assistant
- Email Assistant
- Hiring Assistant
- Real Estate Assistant
- Travel Assistant
- Personal Assistant
- E-commerce Assistant
- Project Management

What we don't do
- In-person Tasks
- Target Oriented Sales
- Core Legal , HR and 

Accounting Tasks
- Full time customer 

support
- Payment on behalf of 

Clients
- Receptionist Service

We provide a whole host of 
services to our cl ients 
based on their scope of 
work



Administrat ive and Executive Tasks
- Inbox management: Wishup?s Virtual Administrative 

Assistants will keep your inbox clutter- free so you can 
easily and quickly retrieve information.

- Calendar management: Our Administrative Assistants 
manage your calendar so you?re up-to- date on, your 
commitments.

- Record maintenance: Be it employee records or a 
business-related database, our Administrative Assistants 
manage and regularly update all data.

- Scheduling appointments and reminders: Whether it is an 
appointment you need to schedule or one that you have 
to attend, your Administrative Assistant will keep you 
posted; and remind you well in time.

- Customer relations: Our Administrative Assistants take 
care of your customers through calls and emails, 
maintaining a smooth relationship for future business.

Social Media Assistant
Our Virtual Assistants maintain a solid digital 
presence for your business, equipping it with the 
latest tools and technology. Your VA can write 
catchy SEO- friendly content, maintain a regular 
posting schedule, and keep your brand ahead on 
the web.
- Account Set Up
- Catchy Posts
- Content Research
- Content Scheduling
- Profile Management
- Trend Research
- Campaign Management
- View Analytics

Our social media assistants 
are web-mavericks who can 

bring you the traffic you want. 
They are the perfect 

combination of zealous and 
net-savvy.

Scheduling appointments, 
managing calendar, 

generating cold leads, 
managing inbox or work- 
related communication

- Expense tracking: An 
Administrative Assistant can 
manage your expense record; and 
help you stay on top of your 
finances.

- Logistics handling: Whether it is a 
get-together at work office or a 
meeting with a big client, trust your 
VA to take care of the logistics.

- Inbound queries: If your inbox is 
flooded with customer queries have 
your Administrative Assistant 
promptly address them on your 
behalf.



Research Assistant

- Travel research: Get the best; and the cheapest, 
travel deals with our Research Assistant.

- Database research: Our Research Assistants 
will mine data from the web, organize it into a 
database, and regularly update it for you.

- Influencer research: Stay up- to- date on trends; 
and influencers, in your field. Keep track of the 
right ones for your brand. Your Virtual Research 
Assistants will scan through thousands of 
profiles for you, and present their findings to 
you.

- Lead generation: Our Research Assistants will 
scan through online networking sites to find 
you the most suitable business opportunities.

- Web research: You can get quotes, reviews and 
comparisons of products to make the best 
buying decision.

- Trend research: Stay updated on the latest 
trends in your field with your Virtual Assistant?s 
excellent research results.

- Research anything: Whether it?s an 
experimental idea in your head, or a specific 
kind of research task, our Virtual Assistants are 
trained to handle it all.

Bookkeeping Assistant
1. Expense entry: All your expenses will be 

regularly updated, managed, and tracked by 
our Virtual Bookkeeping Assistants.

2. Financial statements: Our assistants are 
qualified to prepare trial balances, profit and 
loss accounts, and balance sheets.

3. Invoicing: Whether it?s a small bill for office 
logistics or a pending client payment, your 
Virtual Bookkeeping Assistant will bill it 
right and clean for you.

4. Timely payments: Make timely payments 
and never worry about missing dues again!

5. Tax preparation: Get all your tax preparation 
done, taxable accounts managed, tax filings 
and other formalities handled.

6. Payroll management: Keep track of your 
employee payroll, and let your Bookkeeping 
Assistant take care of the paperwork 
formalities on your behalf.

7. Data entry: All your financial data will be 
systematically entered, updated, and 
managed 



Virtual Emai l  Assistant

- Organizing contacts: Our Virtual Email Assistants 
will sort your endless, ever-growing list of 
contacts so that you can easily get information 
when you need to.

- Drafting emails: If you need mailers to be sent 
out to clients or prospective clients, our Email 
Assistant can draft a catchy and crisp mailer for 
you.

- Calendar management: All your appointments, 
meetings, and commitments will be managed 
and updated in one place. Our Email Assistants 
will also deliver timely reminders.

- Multiple account management: Get your multiple 
email accounts organized and managed.

- Replying to emails: If you need your queries and 
inquiries to be answered promptly, choose our 

Fi l tering, sort ing, creat ing labels, sett ing 
auto-repl ies, managing calendars, we have 
a hack up our sleeve for al l  your 
emai l-related problems.



Hiring Assistant

Sourcing Candidates: Give us your 
requirements, and criteria for hiring and our 
Virtual Hiring Assistants will swiftly go 
through thousands of profiles to find the 
best talent.

Posting on various job portals: Your VA will 
post your job listings on various online 
portals to find the best candidates.

Writing for job posts: It takes much more 
than simply listing your job requirements to 
attract the right candidates. Our Virtual 
Assistants are great at conveying your 
brand through words to reach the right 
talent.

Communication: Our Virtual Hiring 
Assistants can manage all your hiring 
related communication with potential 
candidates, set up interview calls, and 
follow up with them.

Telephonic screening: Our Virtual Assistants 
have extensive experience in the hiring industry, 
and have an eye for great candidates to fit your 
business. They are equipped to conduct a 
pre-interview screening of candidates and save 
you time.

Creating and managing documents: Our Virtual 
Assistants can create and manage HR related 
documents like offer letters, appointment 
letters, and employment policies.

Personal Assistant
Calendar management: If you?re constantly overbooked 
and cluttered with appointments and meetings, let our 
personal assistant sort it for you.

Managing appointments: All your official appointments 
will be managed, reminders sent and meeting 
confirmation taken on your behalf by your virtual 
personal assistant.

Social media coordination: Your virtual personal 
assistant can run social media errands for you like 
managing accounts, posting on your behalf, etc. 
Data research: If you have basic web research to do, our 
personal assistants can ace it up for you.

Recurring tasks management: If you have recurring, 
boring, administrative tasks that eat in your precious 
time, simply delegate it to your personal assistants.

Email management: Get all your emails and email 
accounts managed and sorted as per your instructions 
and convenience.

Handling invoices: All your payments, invoices and basic 
financial stuff can be taken care of by your Virtual 
Assistant.



Product listing and categorization: VA will 
ensure it?s done on time.
Product Research: Product data helps you 
make informed decisions.
Product Description:  quirky with words and 
write you short and crisp descriptions that are 
SEO- friendly.
Order Processing:  processing your company?s 
orders including order entry, shipment and 
invoicing. 
Returns/Exchanges: manage product returns 
and exchanges. coordinate product returns, 
exchanges and refunds with customers and 
suppliers. opinions and make hard decisions.
 

Planning itineraries:craft itineraries suiting your 
interests and needs with immense research and care.
Handling reservations: ensure you make the most of 
your trip while they take care of the rest.
Travel bookings: All your travel bookings, can be 
managed by your Travel Assistant.
Manage the Visa process: Get your Virtual Travel 
Assistant to do the research, set up an appointment, 
and handle the follow-up paperwork for you.
Recommendations: Virtual Travel Assistant will search 
the web to bring you the best tourist recommendations.
Manage impromptu plans: Virtual Assistants will 
manage the rescheduling for you while you?re on the go.
Manage travel expenses: Get your travel expenses 
tracked and managed by your Virtual Travel Assistant.

- Marketing and posting ads online
- Calendar management
- Organize emails
- Setting up meetings
- Replying to emails
- Following up with prospective renters 

and buyers
- Preparing and filing paperwork
- Sales support and customer follow up 

Virtual E-commerce Assistant Travel Assistant

Real Estate Assistant



Researching prospects ?  Hire a lead 
generation assistant to understand your 
prospect?s needs, requirements and decision 
journey. They will conduct research on the best 
people to contact for growing your business? 
revenue.

Database management ?  Good lead generation 
needs a quality database if  prospects. Your 
lead generation assistant will keep your 
database up-to-date and relevant to your 
business.

Following up ?  Task your lead generation 
assistant with following up with prospects that 
have expressed an interest. Nurture and 
monitor all your leads with a skilled lead 
generation assistant.conversations and 
confusion, your designer is burned out and 
everyone's feelings are raw. 

Lead Generation Assistant Vi r tual Executive Assistant

General administration ?  Task your virtual 
executive assistant with performing daily 
administrative tasks that take up too much of  
your t ime.
Email management ?  Get your inbox organized 
and f ree f rom clutter with the services of  a 
professional virtual executive assistant.
Transcribing voice memos, conference calls ?  
Never worry about forgetting the important 
details of  a meeting. Your virtual executive 
assistant will carefully take notes and prepare 
organized minutes and notes.
Answering phone calls ?  Have your virtual 
executive assistant answer all incoming calls 
and direct only the important ones to you.
Web research ?  Our virtual executive 
assistants are skilled at conducting in-depth 
research online and presenting their f indings in 
a succinct manner.
Managing social media handles ?  Don?t have 
the time to post daily updates on your social 
media? Use our virtual executive assistants to 
manage your social media presence in a 
regular and timely fashion.

Virtual Project Manager

Leading and coordinating the team ?  Your 
virtual project manager will track the progress 
of  each individual, updating you on the team?s 
progress regularly.
Tracking budget ?  A virtual project manager 
will keep track of  the budget and work in 
coordination with the f inance unit.
Managing timelines ?  Always stay ahead of  
schedule as your virtual project manager 
manages timelines and monitors progress 
continuously.
Creating SOPs ?  After working on a project, 
your VA will know exactly how to handle similar 
projects in the future and best practices to 
follow. Task them with creating Standard 
Operating Procedures (SOP) for the benef it of  
anyone who works on such projects.
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