
F O R  N E T W O R K I N G

HOW TO LEVERAGE A
V IRTUAL ASS ISTANT



When implemented correctly, social selling is one of the most

powerful sales strategies thanks to its ability to establish

authentic, mutually beneficial relationships and reach buyers in

the online communities that they turn to when making

decisions.

A study from the International Data Corporation found that 75%

of B2B buyers use social media to support their business

decisions. This includes everything from soliciting opinions from

their network to developing biases in favor of sellers that they

already have a casual relationship with.

In this guide, we’ll teach you how to create an effective

social selling strategy that will help you generate consistent

leads.
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INTRODUCTION



LEVERAGE YOUR
EXIST ING NETWORK 

When people decide to focus on building their network they

often focus solely on meeting new people. Overlooking your

existing network is a huge lost opportunity. Your former

colleagues, bosses, and college classmates you haven’t spoken to

for years could now be in positions that make them highly

valuable connections.

Even if you weren’t close, it’s often much easier to start

conversations and foster a mutually beneficial relationship with

existing contacts than with people you just met.

That being said, your time is limited so you have to be selective

with who you reconnect with. To find the most promising

opportunities, have your virtual assistant mine your network for

connections who fit your target profile. All you have to do is give

them criteria that describes what those people look like and

they’ll give you a list to reach out to.

WE RECOMMEND CREATING GUIDELINES AROUND:

Industry Locat ion Job t i t les

Your virtual assistant can then help you remember to reach out,

track which connections respond and schedule meetings.
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F IND & PREPARE FOR
NETWORKING EVENTS

If you’re just starting to get more involved in your city’s

networking scene, finding events that are worthwhile can be a

challenge. It is often difficult to decipher which networking

activities will be worth your time and money. 

Instead of wasting time searching Meetup and LinkedIn, figure

out what kinds of networking activities you want to participate in

and let your virtual assistant do the research.
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Topic & audience

 What themes are you interested in?

Price 

Free or maximum cost

Location

How far are you willing to go for an event?

Time and dates

Do you prefer breakfast meetings or happy hours?

Events on weekdays or the weekends?

Other criteria 

Any other guidelines you want them to pay

attention to?

Using these guidelines, your virtual assistant will give you a list of

events on a weekly or monthly basis (depending on your

preference) so that you always know what relevant events are

coming up.

Once you’ve decided what events you want to attend, your virtual

assistant can help you prepare by RSVPing you, clearing space on

your schedule, and researching speakers and/or attendees.

RESEARCH CRITERIA

GIVE YOUR V IRTUAL ASS ISTANT THE

FOLLOWING RESEARCH GUIDEL INES

HOW TO LEVERAGE A VIRTUAL ASSISTANT FOR NETWORKING //  05



FOSTER LAST ING
RELATIONSHIPS

One of the biggest professional networking mistakes leaders
make is failing to stay in touch with their connections. Life gets
busy and unless you have a system to manage your contacts
you’ll miss out on all the collaboration opportunities you sought
out by networking.

To foster lasting, mutually beneficial relationships you need to
follow-up on all action items from your conversations and check
in periodically so that your connections remember that you’re a
valuable part of their network.
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They’ll record all of that information in your CRM and give you

follow-up reminders at the appropriate times so you don’t have

to keep track of all your relationships.

If you don’t have a CRM, we strongly recommend getting one.

Though it’s possible to manage your contacts using your email

platform and a spreadsheet, it’s much easier to stay organized

with a CRM. 

Don’t know which one to pick? Check out this guide:

With a virtual assistant, managing your contacts is easy. All you

have to do is give them access to your CRM and inbox and share

key information about your contacts including:

Details and action items from your conversations

Type of relationship

Ex: Prospect, potential business partner, investor, etc.

When you want to meet with them next

HOW TO CHOOSE THE MOST
VALUABLE CRM FOR YOUR BUSINESS

If you hire our virtual assistant service, your Engagement

Manager will help you set up your CRM so it can effectively

manage your professional network.

HOW TO LEVERAGE A VIRTUAL ASSISTANT FOR NETWORKING //  07
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MAXIMIZE  THE ROI  
OF  CONFERENCES

Conferences bring together many of the brightest and most

successful people in your industry, but, if you don’t plan them

right, it’s difficult to get an ROI.

To justify your time and conference ticket, you need to walk

away with several connections that have a strong likelihood of

turning into successful business relationships.
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Researching speakers and workshop leaders to give you

recommendations on which ones to attend

Researching attendees to give you a list of key people to look

for

Helping with travel and other arrangements as needed

Logging all your new contacts into your CRM

Creating draft follow-up emails for every contact

Scheduling calls with contacts you want to continue having a

conversation with

Your virtual assistant can help you prepare by:
BEFORE A CONFERENCE

YOUR V IRTUAL ASS ISTANT CAN HELP YOU

PREPARE FOR CONFERENCES AND STAY IN

TOUCH WITH YOUR NEW CONTACTS

If there are any other tasks you need help with during your

conference, loop in your virtual assistant. They are committed

to helping you maximize your time.
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Your virtual assistant can help you stay in touch by:
AFTER A CONFERENCE



NETWORK WHILE  TRAVEL ING

Business trips provide a great opportunity to catch up with long-

distance connections. To take advantage, offload travel

management to your virtual assistant. Before booking your

flights, they’ll give you a list of connections in the city you’re

visiting and ask if you want to meet with any connections while

you’re there.

If so, they’ll schedule meetings with those contacts and ensure

your travel arrangements accommodate those extra stops by

factoring in travel time in between meetings and provide

directions to each location. 
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GROW YOUR PROFESSIONAL
NETWORK WITHOUT THE
HASSLE

Leveraging a virtual assistant for professional networking lets

you maintain an ever-growing network without having to waste

time doing all of the research and task management required to

find opportunities and stay in touch. 

Our virtual assistants are trained to support you with these

professional networking activities. 

GET IN  TOUCH
Feel free to contact us if you have any questions or
want to get started leveraging a VA. 

www.pr ia l to .com sa les@pr ia l to .com +1-888-873-6101
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