Subject: Reliable VA Ready to Streamline Your [Specific Tasks]
Hi [Client Name],
I understand you need help with [specific tasks from posting], and I'm confident I can take these off your plate completely. I've supported [number] clients as a VA, specializing in [your specialty areas].
My core strengths include:
• [Task category 1]: [Specific tools or methods you use]
• [Task category 2]: [Your experience level and results]
• [Task category 3]: [Efficiency metric or achievement]
• Communication: Daily updates via [your preferred method]
For my current client in [industry], I manage [similar tasks to posting], which has freed up [X hours per week] of their time. They've been able to focus on [higher-value activities] while I handle the day-to-day operations.
I'm proficient in [list relevant tools: Asana, Slack, Google Workspace, etc.], and I pick up new platforms quickly. I work [timezone] hours but can adjust for your schedule if needed.
I'm available for [X hours per week] at [$hourly rate] per hour. For the tasks you've outlined, I estimate needing [X-Y hours per week] initially.
I'd appreciate the chance to discuss your specific needs and how I can best support you. I'm ready to start this week.
Best regards,
[Your Name]
