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DISCLAIMER AND/OR LEGAL NOTICES: The information presented herein represents the view 
of the author as of the date of publication. Because of the rate with which conditions change, 
the author reserves the right to alter and update her opinion based on the new conditions. The 
report is for informational purposes only. While every attempt has been made to verify the 
information provided in this report, neither the author nor her affiliates/partners assume any 
responsibility for errors, inaccuracies or omissions.  
 
Any slights of people or organizations are unintentional. If advice concerning legal or related 

matters is needed, the services of a fully qualified professional should be sought. This report is 

not intended for use as a source of legal or accounting advice. You should be aware of any laws 

which govern business transactions or other business practices in your country and state. Any 

reference to any person or business whether living or dead is purely coincidental. 

AFFILIATE DISCLAIMER. Some of the links in this report may be affiliate links, which means that 
I will earn money if you choose to buy from that vendor at some point in the near future. This 
does not influence my choice of links to provide. All links provided in this report have been 
personally used and tested by me unless otherwise noted. I stand by my recommendations and 
will gladly help you find alternative solutions if you need them.  
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About the Author  

Alicia Jay started her journey as a work-at-home mom due to life’s crazy twists and turns. In a 

bad economy, she found herself laid off and pregnant. She developed her own virtual assistant 

business, Transcription e-Services, specializing in general 

transcription. She quickly gained the trust and respect of her clients 

and created a training program to teach others the skill of general 

transcription.  

Alicia shares her journey at newVAadvice.com in the hopes of helping 

other women interested in the virtual assistant industry who want to 

work from home, make a living, spend time with their families and 

schedule their work around their lives. 
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The “Why” and “How” of Identifying Your Target Market 

When you start your virtual assistant business, you are ready and eager to start bringing in 

those clients. But who exactly are they? Who needs your services and who do you want to work 

with? 

Answering these questions is very important and should be the first step in your marketing 

efforts. You want to try and narrow down a target audience as best you can. Here’s a question 

that often comes up once people hear this: 

“Won’t narrowing down my target market limit who I can work with and how much money I 

can make?” 

No! In fact, it will help you streamline your marketing efforts when you know who you’re 

speaking to. You will be able to write your website and blog copy geared towards this specific 

person. It will help you to think like them and understand the reason that they need your 

services.  

You can focus in on their pain point in their business and how you can alleviate that for them. If 

you work with a specific group of people, you will quickly become an expert in your field for 

that group of people. You will be providing them with exactly what they need. They will come 

back to you repeatedly and refer you to others in your target market.  

Let’s work with some examples. Choosing “online business owners” may be a bit too broad of a 

target market. What kind of online business owner? Have you already worked with a particular 

kind of client and find that you really enjoy that? You can choose more than one but you don’t 

want to go with ten.  

Let’s say that you narrowed it down to speakers. What’s a pain point that you could alleviate 

for them? Well, speakers are good at speaking but they often don’t enjoy writing. And they still 

need the written word in their line of work. Maybe they really hate writing or they always feel 

stuck when they sit down to write. Perhaps you offer writing services in your virtual assistant 

business. Now you want to think of ways that your writing skills could help speakers. Here are a 

few ideas of things that you could do for them. 

 Create web copy 

  Write blog posts 

 Craft social media updates 

 Take care of their ezine 
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Now think about the benefits of those services. 

 Saves them time- they can focus on their speaking 

 Website presence/ social media/blogging reaches their ideal target market, attracting 

new clients, increasing their business and income 

Those are just a few quick ideas. What do those things have in common? They save the speaker 

time and make them more money thus alleviating two big pain points with your offered 

services. 

Remember, just because you choose a particular target market doesn’t mean that’s the only 

type of client that you will work with. It just helps you to focus and know who you’re marketing 

to so that you have some type of direction. 

 

“What if I still don’t really know who I want to work with? I’m new at this.” 

That’s okay. You still have a couple of options here. Start by choosing a field that you know 

something about, that you’re very interested in or that resonates with you. You want to enjoy 

what you do so that means that you need to enjoy the clients you’re working with! You can 

also search online to see who needs your services. You can use some keyword search 

techniques that are described in the next section on how to find your target market online. 

To be honest, many transcriptionists just starting out feel it’s best to take on any and all clients 

that come along. You might be thinking this way, too. You’re eager to get started. You want to 

make some money. Then get started with the market you’d like to work with and see what 

kinds of clients you begin attracting. Test the waters. As you start to add different kinds of 

clients then decide if you want to narrow down your market further and the kind of work that 

you really prefer. 

Over time, your ideal client will change as your business grows and changes. To be prepared for 

such re-evaluations, take note of who you are really attracting in your business. Who is asking 

questions, using your services and subscribing to your newsletter? Keep track of these things 

over time, note the patterns you see and use the information to your advantage when 

marketing to your ideal client. 

Action Step: 

Take some time to fill out this Ideal Client Questionnaire to help you narrow down your target 

market. Just click on the link below to grab it. This will really help you to flesh out your ideal 

client and then you can move forward with finding them. 

Ideal Client Worksheet 

 

http://www.newvaadvice.com/
http://www.newvaadvice.com/wp-content/uploads/2015/01/Ideal-Client-Questionnaire-for-Challenge.docx
http://www.newvaadvice.com/wp-content/uploads/2015/01/Ideal-Client-Questionnaire-for-Challenge.docx
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How to Find Your Target Market Online and Offline 

So now you’ve put some thought into who you want to work with and you’ve narrowed down a 

type of client. Where do you find them and how do you get them to notice you? First and 

foremost, you need to go where they are. You may find them online, offline or both places. 

Offline 

In-person networking really does work when looking to connect with your ideal client. 

However, you want to make sure that you’re attending events that your target market is also 

attending. Otherwise, you could be spending a lot of time and energy with nothing to show for 

it. Start researching in your area to find out what kinds of groups or associations they may be a 

part of. Here are some suggestions to get you started. 

 Attend your local Chamber of Commerce mixers and events. It’s a good way to meet 

local business people. Check this site to find information about your local Chamber. 

 

 Become a member of your local BNI group, Business Networking International. Get out 

there and network! Find your local group here.  

 

 Check your newspapers and online for local business fairs and expos. Find out the cost 

to set up a table for your business or just visit one with the intention of making 

connections with others. 

 

 Speak to local groups like Kiwanis, Rotary of Meetups in your area about what you do 

and how it would benefit them. Speaking can sometimes be a bit intimidating but doing 

this will position you as an expert as well as gaining you a little recognition. 

 

 Investigate HARO, Help A Reporter Out, and pitch a great story about your business. It 

just might be picked up by the press! 

 

And don’t forget, when meeting people in person, you’ll want to be sure to have business cards 

or brochures to share. You can have these printed inexpensively through sites like Vistaprint. 

 

http://www.newvaadvice.com/
http://www.uschamber.com/chambers/directory
http://bni.com/FindAChapter.aspx
http://www.meetup.com/help/How-do-I-find-a-Meetup-Group/
http://www.helpareporter.com/
http://www.vistaprint.com/
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Online 

You’ll want to spend some time researching to discover where your target market hangs out 

online as well. As a new virtual assistant, you may feel overwhelmed with all of the different 

social media avenues and online groups out there. This is where some research comes in. You 

want to define where exactly you can reach your ideal client and focus on those avenues first 

and foremost. There are some free tools that can help you do this. 

Google Alerts is a great free tool that you can use to learn about your target market. You can go 

into Google Alerts and set up searches for certain keywords pertaining to your ideal client. Let’s 

go back to our example of speakers. You can save searches for keywords like “professional 

speaker”, “giving speeches” or “public speaking.”  

Then you can save those keyword searches in Google Alerts and a summary email will be sent 

to you each day. Google will find those keywords anywhere on the internet, whether it’s a 

website, blog, forum or group, and provide you with a link to where that keyword was found. 

This will really help you to learn about your target market. You can find out what they’re talking 

or blogging about, what’s important to them and what others are saying about them.  

Tip: Play around with these keywords to make sure that they will really yield the results that 

you want before you save them. You can always change them as you go. 

You can do the same thing and set up keywords for the services you provide and related words. 

This will help you to find out what’s being said about our industry and how people are 

searching for virtual assistant services online. I’ll remind you again to make sure that the words 

you choose to save in a Google Alert will really be relevant. For example, saving the phrase 

“social media” can yield articles about every social media topic under the sun. Instead, use 

something like “social media management.” 

You’ll also want to search for your target market on social media sites such as Google+, 

Facebook, Twitter and LinkedIn. I know, this seems like a daunting task as there are so many of 

them out there. Trust me when I say it will be worth your time to figure out which sites your 

clients frequent. As we mentioned in the beginning, you want to go where they are. It will 

actually save you time in the long run. Once you find out which sites they like, that’s where you 

can focus on creating your own social media accounts.  

For example, let’s say that you discover that speakers are hanging out primarily on Google+ and 

LinkedIn. Now you know that you want to set up an account for your business on Google+ and 

LinkedIn to connect with them there. 

Tip: Don’t fall into the trap of thinking you need to start out on every single social media 

network out there. Start with those one or two places where your potential clients are and 

http://www.newvaadvice.com/
http://www.google.com/alerts
https://plus.google.com/u/0/107466495703755815394/about
http://www.facebook.com/newVAadvice
https://twitter.com/newVAadvice
http://www.linkedin.com/in/aliciamjay/
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focus in on them until you are really comfortable with how to use those sites to connect with 

your audience. 

Performing keyword searches on these sites is usually pretty simple. They all have some type of 

search box where you can enter your keywords and see what comes up. There are tons of 

different tools for searching on Twitter in particular. One that we’ve found to be really helpful is 

SocialOomph. With a free account, you can set up a keyword tracking alert. Much like Google 

Alerts, it will email you a daily digest of your keywords mentioned in any Twitter conversation. 

Groups and forums are also great places to find your target audience. Some of these may pop 

up in your Google Alerts searches. Find out which ones your target audience is active in and get 

yourself in there. You don’t need to belong to 50 different groups. Just focus in on a couple so 

that you can connect with potential clients. LinkedIn is really big on groups so that’s a good 

place to search.  

We’ve covered why it’s important to define your target market, how to do so and where to find 

them. I hope that you’ve found this information helpful and that it really helps you to get your 

virtual assistant business off the ground. 

 

What Next? 

 Check out the blog for free info about marketing and getting clients. 

 Grab the Build it Big Marketing Guide for step-by-step instructions on creating a 

marketing strategy that works for you and your business. 

 Join the Get New Clients 21 Day Challenge and work with myself and your peers to step 

things up! 

http://www.newvaadvice.com/
http://www.socialoomph.com/94948.html
http://www.newvaadvice.com/
http://www.newvaadvice.com/marketing-business-online-ebook/
http://www.newvaadvice.com/new-clients-challenge/

