Virtual Assistant Project Coordination Overview

1. Project Planning & Setup

* Assist with creating project timelines and schedules
¢ Help define tasks, milestones, and deliverables
* Organize project documentation and digital files

* Set up project tracking tools

2. Task & Workflow Management

e Assign tasks to team members as directed
* Monitor task progress and follow up on pending items
¢ Ensure deadlines are met and flag delays early

¢ Maintain updated task lists and workflow boards

3. Communication & Coordination

* Serve as a point of contact between clients, team members, and vendors
e Facilitate smooth communication through email, chat, or project platforms
e Schedule project meetings and send reminders

¢ Document updates, decisions, and next steps

4. Meeting Preparation & Follow-Up

* Prepare agendas and gather documents
¢ Take notes or meeting minutes
¢ Send summaries and action items

* Track follow-up tasks to ensure completion

5. Documentation & Reporting

¢ Maintain organized project files and documentation
¢ Prepare status reports or progress summaries
¢ Update dashboards or spreadsheets

¢ Assist with quality checks on deliverables

6. Research & Information Gathering




* Research vendors, tools, pricing, or solutions
e Compile findings into clear, actionable reports

¢ Verify information or compare options

7. Timeline & Milestone Tracking

* Monitor deadlines and milestones
¢ Remind team members of important dates
¢ Adjust timelines when needed

¢ |dentify bottlenecks causing delays

8. Administrative Project Support

e Organize contracts, invoices, and documents
¢ Assist with budgeting or expense tracking
¢ Create checklists, templates, or SOPs

¢ Ensure project materials are accurate and accessible

9. Team Coordination

¢ Assist with onboarding new team members
* Provide instructions, files, or access to tools
¢ Ensure everyone has what they need

e Support team communication

10. Project Completion & Wrap-Up

e Ensure all tasks and deliverables are finalized

¢ Organize final project files

o Assist with post-project reports or summaries

e Support evaluation or debrief sessions Key Skills
e Strong communication

¢ Organization and time management

¢ Familiarity with project management tools

¢ Attention to detail

e Ability to multitask



® Proactive follow-up

® Problem-solving mindset



