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Who   we   are:   
  

Entrepreneurs,   small   business   owners,   and   executives   are   an   extremely   busy   lot.   Perhaps   
no   one   feels   the   inadequacy   of   the   hours   in   a   day   more   than   someone   trying   to   run   a   
business.   Overworked   and   stretched   too   thin,   they   need   a   whole   lot   more   than   24   hours   to   
keep   the   ship   sailing   smooth.   
Wishup   was   conceived   to   support   entrepreneurs   and   busy   professionals   in   leading   
stress-free,   productive   lives.   Based   in   Delhi,   India   with   an   expanding   presence   in   the   US   
and   UK,   Wishup   was   born   when   Neelesh   Rangwani   and   Vivek   Gupta   joined   forces.   Founded   
in   July   2015,   Wishup   taps   into   an   unconventional   pool   of   talent   –   experienced   remote   
workers   –   and   trains   them   to   be   virtual   assistants   who   help   run   growth   and   businesses   
across   the   globe.   
Wishup   is   India’s   first   platform   for   remote   employees   i.e.   skilled   virtual   assistants,   bridging   
the   gap   between   a   talented   workforce   and   global   businesses.   
We   connect   modern   entrepreneurs   to   a   global   pool   of   talent   that   is   trained   and   managed   
in-house   through   a   remote   business   model   that   places   quality   at   its   heart.   Wishup’s   remote   
employees   are   trained   in   various   business   functions   -   executive   assistance,   lead   
management,   account   management,   secondary   research,   data   management,   sales,   
customer   support,   digital   marketing,   et   al.   You   name   it,   we   have   a   virtual   assistant   just   
right   for   your   business.   
Our   services   are   best   suited   for   SMEs   with   <100   employees,   on   the   lookout   for   qualified   and   
highly   experienced   alternatives   to   full-time   in-office   employees.   
  
  

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   Assistant   
➢ Social   media   assistant   
➢ Lead   Generation   assistant   
➢ Research   Assistant|   
➢ Bookkeeping   Assistant   
➢ Email   Assistant   
➢ Hiring   Virtual   Assistant   
➢ Real   Estate   Assistant   
➢ Travel   Assistant   
➢ Personal   Assistant   
➢ E-commerce   assistant   
➢ Project   Manager   

  



  
What   we   don’t   do:   
  
➢ In-person   tasks:    We   work   virtually   but   can   schedule   in-person   services   in   some   

instances.   
➢ Target-oriented   sales:     We   can   help   you   with   sales-allied   functions   like   lead   

generation,   online   research,   and   customer   follow   up.,   We   cannot,   however,   assist   you   
with   cold   calling   or   target-oriented   sales.   

➢ Core   Legal,   Accounting,   and   HR:    We   can   help   you   with   allied   tasks   like   paperwork,   
creating   legal   drafts,   managing   expense   sheets,   tax   preparation,   sourcing   
candidates,   telephonic   interviews.   However,   we   do   not   cover   technical   legal,   
accounting,   and   HR   functions.   

➢ Full-time   customer   support:    We   can   help   you   with   various   customer   support   
functions,   but   not   with   inbound   calls.   

➢ Payment   on   behalf   of   clients :   We   can   help   you   find   options,   reserve   places,   and   
much   more   but   the   payment   link   is   shared   with   you.   We   don't   make   payments   on  
behalf   of   our   clients.   

➢ Receptionist   service:    We   are   great   at   regular   support   roles,   and   ready   to   help   you   
with   varied   personal   and   business   tasks,   but   not   with   inbound   calls.   

Who   is   a   Virtual   Assistant:   

  
➢ VA   is   a   smart   and   experienced   professional.     
➢ They   are   qualified   and   rigorously   trained   in-house,   for   a   month,   on   over   50   business   

and   executive-related   tasks.   
➢ VAs   work   with   clients   on   a   one-on-one   basis,   directly   being   assigned   tasks   by   them.   
➢ VA   will   gradually   get   to   know   the   client,   their   work,   and   their   preferences   —   all   while   

learning   to   anticipate   their   needs.     
➢ They   schedule   their   days   to   best   serve   the   clients   and   their   tasks   without   delay.     

  



Types   of   tasks ,    

A   VA   can   be   assigned   one   or   multiple   of   the   following   tasks:   

➢ Business   Email   Writing   
➢ Accounting/Bookkeeping   
➢ Organizing   Meetings   
➢ Recording   Minutes   of   Meeting   
➢ Travel   Planning   
➢ Expense   Reports   
➢ Event   Planning   and   MIS   
➢ Itinerary   
➢ Building   Persona   
➢ Cold   Email   Templates   
➢ Mining   through   Twitter   
➢ Mining   through   Communities   
➢ Lead   Generation   Linkedin,   Sales   Navigator,   and   Web   scraper   
➢ Basic,   Deep,   and   Advanced   Google   Research   
➢ Email   Marketing   
➢ CRM   Management   
➢ Hiring   new   candidates   
➢ Project   Management   

  

Key   Responsibility   Areas   of   a   VA:   
  
➢ Prioritizing   the   tasks     
➢ Sharing   regular   updates   with   the   client   
➢ Client   relationship   
➢ Client   retention   


