Services

Welcome to Argyll Virtual Assistant, where we offer a comprehensive
suite of virtual assistance services designed to streamline your
business operations. From administrative tasks to customer
engagement, we’'ve got you covered.

o Agenda preparation

e Audio typing

e Calendar management

e Consultation

e CapCut video editing

e Data entry

e Document preparation &
editing

» Expense tracking

e Microsoft Access database
creation & management

e Presentation creation

e Proofreading

 Virtual communication
facilitation

e Virtual receptionist

Appointment scheduling
Blogging

Chasing payments

Copy typing

Diary management

Email management
Invoicing

Online research & analysis
Procurement & collation of
quotes

Task organisation
Transcription

Telephony

Virtual Customer services
Zero inbox management

Mix and match services to tailor the perfect support solution for
your business needs. I'm here to assist across all aspects, providing
flexible and comprehensive assistance to suit your requirements.



