
 
 

Workbook: Week 2 / Video 2 

 
What is this? 

This is a summary of the video, including time stamps for where you can 

find the video segment where James is talking about the subject. If you need 

to find something quickly, check the workbooks and then fast forward to that 

part of the video!  
 

Today’s Agenda: 

 Quick Review 

 Orientation Process 

 Hot Seats 

 Q&A 

 
Review of the 6Steps: (time stamp 7:18) 

1. Sign up on OJ.ph 

2. Submit a Job Post 

3. Review Applicants 
4. Set up Skype Interviews 

5. Hire VA on 7-Day Probationary Period 

6. Pay up front for one week 
 

Review the Questions for the Skype Interviews: (time stamp 10:37) 

 

 Computer/Internet Access? 

 Are you available full time? Other jobs? 

 What skills do you ring to the table? 

 Strengths/Weaknesses? 

 What do you like about this type of job? 

 What would you like to avoid doing? 

 What pay do you require? When can you start? 
 



The Orientation Process (time stamp 23:40) 

 
What Happens After You Hire Them? 

 

Prepare a Jing or YouTube Video or PDF giving them an Orientation of you, 

your business, and what they need to do to work with you! COOL! 

 

**Note – there is an editable Word Document in the resource section with 

all this information for you! 
 

1. Welcome Message 

a. Build rapport 

b. Make them excited to work for you 
c. Talk about your business – what you do, what your plans are 

 

2. Required Software / Tools (time stamp 27:15) 

a. Dropbox (give user/password (optional) 

b. Jing 

c. Gmail (send email address) 

d. Anything you need for your business? 
 

3. Daily Reports 

a. List of work completed 

b. Log of daily hours 
c. Questions, comments, feedback 

 

4. Friday Payday Reminder 

a. List of past 5 days work completed (and total hours) 

 

5. Payment Information 

a.   Include list of payment information required from Xoom.com 
*name 

*address 

*phone number 
*district they live in 

 

6. Rules for Assignments 

a. Teach them how you are going to give them assignments 
b. All assignment are sent via email (subject line starts with 

“ASSIGNMENT” 



c. Please reply to every assignment when received for confirmation 

d. Add the assignment to Task-Sheet (Google Docs) 
e. Complete Assignment (and email me) on or before DUE DATE 

 

7. Other Rules/Requirements 

a. Please notify me if due dates cannot be made 
b. Do not hesitate to ask questions on ANYTHING 

c. Please give me as much notice as possible for planned absences 

d. Let me know ASAP if you are sick, Internet is down, or other 
emergencies 

 

 

 

 

 
Q: What About Non-Disclosure Agreements? (time stamp 40:00) 

 

A: Check out DocStock – they have many forms that can be helpful. Most of 

the time, you don’t need a non-disclosure. However, when you do something 
like that you can add the impression that you are structured, formal and add 

an element of professionalism to the relationship. 

 

Also, consider how realistic it is to protect your idea? Would your energy be 
best spent creating, implementing, and establishing your foothold in the 

marketplace OR worry about someone “stealing” your idea? At the end of 

the day, you’re probably going to be a better marketer. 
 

Q: When you do the Orientation do you discuss vacation pay and pay 

increases?  (time stamp 48:30) 

 
A: I’m still very informal, but I still pay them every week regardless of 

whether they are taking time off, vacation, etc. There is really no answer that 



is better than the other. But you may want to indicate that pay increases and 

bonuses are earned based on performance – but don’t lock yourself into a 
specific pay raise schedule. 

 

Q: What about an applicant that is requiring a pay rate schedule as 

their term for salary requirements?  (time stamp 51:40) 

 

A: I don’t believe this is a “typical” request. The first question to ask 

yourself is who is calling the shots? If this makes you uncomfortable, which 
it should, then you should move on.  

 

Discussion about staying in a position of power with your team; how to deal 

with male dominance (for the females). Just keep it professional, deal with 
the facts. 

 

Q: Should I give my VA MY password to courses that I’ve purchased 

such as VTA or FB Influence? Or should I download the course and 

pass it to them? (time stamp 69:00) 

 

A: It’s different for every course, but often if someone logs in from more 
than 3 IP addresses, they’ll shut you down. You can usually get back up by 

contacting support. It’s OK to give them your user/pass; however, if you 

have more than one VA you may not want to do that. Instead, what you 

should do is have your VA download the course and put it into a folder in 
Dropbox so everyone has access to it. 

 

Q: If I’m starting a brand new business/site that will have an opt-in for 

a product that includes video and a blog, should I put my marketing 

efforts toward promoting the Blog? Or should I focus on promoting the 

product? (time stamp 82:00) 

 
A: It depends on where you traffic is coming from. If you are mailing a list, 

then you can get them into your product’s sales funnel; if you are working 

on social media, sending them to the blog may be better.  
 

--------------------------------------------------------------------- 

--------------------------------------------------------------------- 

 
 



James’ Takeaways from the Tony Robbins Seminar (time stamp 60:15) 

 
 

Doing a “Good Job” today is not enough…it will still give you poor results 

 
You have to stand out! 

 

To achieve EXCELLENCE in Your Results, Your Marketing….you need to 
product stuff that is a step above Excellent! 

 

The good news, is that to get to OUTSTANDING (which is where you want 

to be) you ONLY need to step up a millimeter above Excellent. You Can Do 
IT! 

 

 
 



 

 

The HOT Seat!  (time stamp 72:00) 

 
 
Q: I’m brand new at this. Don’t have the website up, a freebie offer, or 

anything else. This may be basic, but how should I proceed? Do you 

have a step-by-step process for creating this up? 

 

A: Let’s talk about the process for the Opt-ins! 

 

GOAL: Send traffic to your site and have a place for them to Opt-in. 
Reference: www.JamesWedmore.com 

Optional Tools: Pop up Domination – a WordPress plugin 

Need: Aweber (or other email/content management) 

 
1. Create the Blog/Content 

2. Sign up for Aweber 

3. What’s you “free gift” 
4. Create that free gift 

5. Create Aweber LIST and Autoresponders 

6. Squeeze Page & sync with Aweber 

7. Thank You Page 
 

 

http://www.jameswedmore.com/


 


