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By Matt W. Rhodes of http://MattWRhodes.com

In this document, I'm including a template of the recruitment letter I'm currently posting to various freelance job sites to find new content writers, editors and managers.

In other words, I'm in the process of finding as many folks as possible who can completely manage and build out my Pathetic Money Makers (one of my automatic business models) for me. I want it to be 100% hands off...

You have my permission to use and edit this “Virtual Assistant Recruitment” template to use on your own businesses. I’m trying to minimize your “work” as much as I possibly can so you can make more money, quicker.

Here’s the template…

---START TEMPLATE---

Thank you very much for your interest in becoming our next web content writer and editor! Please read this description carefully before applying to ensure you meet all the requirements. If you don't, your application will be immediately rejected!

Our organization is looking for a writer with strong English speaking and writing skills that is willing to write and re-write product descriptions based on our exact specifications.

This involves building and editing basic websites using the instructional training videos that I provide and following my exact instructions.

Preferred candidates will have:

-Experience with Wordpress

-Strong writing skills

-Strong knowledge and command of the English language

-Great social skills (friendly, outgoing)

-Willingness and ability to work independently

-A drive to complete multi-step tasks at a fast pace

-Self-motivated, enthusiastic, and helpful

-A willingness to grow and prove yourself

-Ability to talk on the phone with customers and over Skype

This job will start small and then become more involved once you've proven yourself on the job and it's determined that you and our team make a good fit. We are looking for strong, long-term candidates to help grow our business, so performing well for us could lead to long-term work.

The best-performing candidates will eventually be in charge of managing other members of our team, training new team members, building out complete sites, managing customer service and driving new sales for our organization. Training will be provided for additional responsibilities.

Chosen candidates will be able to choose their own hours, as long as they work for 4 hours per day, 5 days per week. A minimum of 20 hours per week will be required to meet the quotas we establish. A weekly report will be sent to us about the work you have done during the previous week.

VERY Important: When submitting your proposal, please include the words "Roger Wilco" at the very top, before you answer the questions below, to ensure you can follow simple instructions. (You might be surprised how many others skip this simple step!)

After 1 month, we will determine whether you are a good fit and either continue work or we will part ways.

If you feel that's fair, we encourage you to submit your proposal below. Please answer these questions:

1.) Tell us a little about yourself. Your interests, skills, hobbies, family life. Most importantly, we want to know your long-term goals. 

2.) Do you meet all of the qualifications we've laid out? What are your strongest skills? What are your weakest?

3.) Have you done any work like this before?

4.) Are you willing to work for the long-term if you prove to be a good match for our organization?

5.) What makes you a stronger candidate than any of the others who are applying?

If you seem like a good fit, submit your proposal and we'll work from there. We can't wait to hear from you! 

---END TEMPLATE---

Note: You will want to edit this template slightly, at the very least, before posting so we don't have 500 people all trying to post the same job request. :-)

But, there are some VERY important elements you will want to keep...

1.) Emphasize the importance of being able to follow instructions. I use a “test” in the template to ensure they actually read my instructions. “Type in Roger Wilco at the beginning of your proposal, even before the questions!”

That helps ensure you have people who can read and follow directions, and helps weed out the folks who don't listen. That instantly saves you a whole lot of time.

2.) Portray yourself as an organization. People like working for a cause, not necessarily for individuals. Plus, those working for an organization are far more likely to actually preform their job duties. Individual = lenient, while an organization is far more strict and demanding.

3.) Start with a trial. Before hiring someone for a long period commitment, always see how they do for at least one month first to determine how they fit with your organization.

4.) You want them to have a strong command of the English language. This is pretty obvious, but you don't want simple product descriptions becoming butchered due to a lack of command of the English language. You also need a good communicator if you want them managing people and operations once they've proven themselves.

5.) Ask to see prior samples of their work. This is important to be able to judge how much experience they have and how well of a fit they are to growing your businesses.

























© All Contents Copyright 2011 Matt W. Rhodes and MattWRhodes.com. 

ALL RIGHTS RESERVED. You may not modify, distribute, give or sell this document in any way, under any circumstances. You have permission to post the template within this document only once it’s been edited to your own websites, for your own personal use.


DISCLAIMER/LEGAL NOTICES: This report is supplied for information purposes only 

and, as experiencd in this subject matter as the contributors are, the material herein 

does not constitute professional advice. The information presented herein represents the 

view of the contributors as of the date of publication. Because of the rate with which 

conditions change, the contributors reserve the right to alter and update their opinion 

based on the new conditions. This report is designed to provide accurate and 

authoritative information with regard to the subject matter covered. It is sold with the 

understanding that the publisher and the contributors are not engaged in rendering 

legal, accounting, or other professional advice. If legal advice or other professional 

assistance is required, the services of a competent professional should be sought. The 

reader is advised to consult with an appropriately qualified professional before making 

any business decision.
 

We do not accept any responsibility for any liabilities resulting from the business 

decisions made by purchasers of this book. Any perceived slights of specific people or 

organizations are unintentional. 
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