
Your VA
SUCCESS GUIDE!

10 Essential
Productivity Hacks
Every Top VA Uses 
Daily: Work Smarter,
Not Harder!



Combine similar tasks into specific time blocks. This minimizes
switching between different tasks, enhances your focus, and
seriously boosts your productivity.

Time Blocking

Combine similar tasks into specific time blocks. This minimizes
switching between different tasks, enhances your focus, and
seriously boosts your productivity.

Batching Tasks

Congrats on taking this step toward becoming the most productive,
organized, and in-demand VA around! 

You're about to dive into my absolute favorite productivity strategies that
top-performing virtual assistants use to crush their goals every single day.

Let's jump right in
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Prioritize your to-do list based on urgency and importance. Quickly
identify tasks you should handle immediately, delegate, schedule for
later, or even remove completely.

Priority Matrix (Eisenhower Box)
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Set aside one focused, uninterrupted hour each day to tackle your
most critical tasks or challenging projects during your peak energy
periods.

Daily "Power Hour"
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Leverage powerful tools like Zapier, ClickUp, Trello, or Calendly to
automate repetitive tasks, freeing you up to focus on the high-
value work that clients appreciate most.

Automation Tools
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Boost your productivity and reduce burnout by scheduling regular
short breaks (5-10 minutes every hour). These mini breaks refresh
your mind, keeping you energized throughout the day.

Regular Breaks & Micro-Rests

Instantly complete any task that takes less than two minutes. This
prevents minor tasks from piling up and keeps your momentum
flowing smoothly.

The 2-Minute Rule

Ready to start your journey to financial freedom? Schedule a consultation
with Borcelle today and let's map out your path to success!
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Set transparent expectations with your clients regarding your
availability, deadlines, and boundaries. Clear communication
prevents misunderstandings and streamlines your workflow.

Clear Client Communication
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Conduct weekly planning sessions to reflect on what you've
accomplished, reprioritize upcoming tasks, and proactively set
yourself up for a productive, stress-free week ahead.

Weekly Reviews
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Email Management Hacks
Keep your inbox clean and manageable by implementing specific
email windows, using email templates for frequent responses, and
practicing the "Inbox Zero" technique.
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When are you most focused and productive?

Write your peak focus times here:

Which recurring tasks can you group into a time block?

https://moxievirtualsolutions.com/


www.moxievirtualsolutions.com

Email Management Plan

What time(s) of day will you check and respond to
email?
Example: 10AM and 3PM only

Which email tasks can you create templates for this
week?

List them here:
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Drop your tasks into the 
Eisenhower Matrix below:

Not Urgent + ImportantUrgent + Important
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