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Questions to Ask Before Hiring a Social Media Virtual Assistant 

 

1. How long have you been utilizing Twitter, Facebook, LinkedIn, Google+, Pinterest 

and/or YouTube, etc for business – how long have you been selling your services 

with social media? 

Make sure you are getting someone with a little experience.  Although the industry 

is still fairly new you should expect this person to have at least a few years 

experience. 

 

2. What type of training did you take in order to qualify to be a social media assistant? 

Although formal training isn’t necessary, you do want to make sure your virtual 

assistant is able to provide you with information on how she learned to use social 

media for business.  Many people simply throw up a Twitter or Facebook account 

and call themselves a social media expert.  You want someone who has actually 

studied trends, tools, case studies and networking strategies involved in using social 

media for business.   

 

3. What are you doing now to ensure you stay on top of the latest trends in social 

media? 

A good virtual assistant should be able to tell you what they are doing in order to 

ensure they stay on top of all the changes occurring in social media on a regular 

basis.  They may not be actively enrolled in classes (and that’s fine) but they should 

at least have a plan in place to ensure they don’t miss one of the many shifts in 

industry trends or tools. 

 

4. What is your target market?  

Target market is a huge part of developing any marketing strategy.  If the virtual 

assistant can’t provide you with a target market for herself then they probably don’t 

have much of a strategy in place.  Again, if they can’t implement a strategy for 

themselves then they probably can’t implement one for you either. 

 

5. What are your goals with social media?  What are you trying to do? 

They should be able to easily share with you what their goals are in utilizing social 

media.  Are they looking for clients, partnerships, visibility, etc?  If they are looking 

for a broad audience then they should have a large following.  If they have a very 

narrow focus then their following may be a bit smaller.  Either way is just fine but if 

they can’t share their goals with you or if they stutter and aren’t sure what to say 

then you know they aren’t utilizing social media with any specific goals in mind.  

This is a situation that no business owner wants to be in.  If the virtual assistant 

hasn’t set any goals for their own social media efforts then chances are they won’t 

be thinking of setting goals for your strategy either.  Keep looking! 
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6. What type of strategy are you using in order to get in front of your target market?  

Has it been successful? 

A good virtual assistant should be able to give you an idea of how they find their 

target market online.  What type of research are they doing? If they haven’t found 

their own target market then they probably can’t find yours either.  Keep looking! 

 

7. How many clients have you gotten in the last 60 days as a result of your social 

media efforts? 

You’ll want to make sure you are working with a successful assistant.  Find out if 

they are achieving any results from their own efforts.  If they aren’t then keep 

looking! 

 

8. Are all of your results coming directly from your social media efforts? 

Social media is not the only strategy you should be using.  In order to obtain notable 

results you should be using social media to complement other marketing and PR 

efforts that are already in place.  If the virtual assistant isn’t using any other 

strategies then they probably won’t understand how to tie all of your efforts 

together in order to achieve maximum results. 

 

9. Tell me about an unsuccessful strategy you’ve used – all truly successful business 

owners have seen failure!  If they haven’t failed then they haven’t been in business 

long enough! 

 

10. Give me an example of three different social media strategies you’ve written and 

implemented for your clients.  Were they successful?  If not, why?  

An experienced virtual assistant will have no trouble providing you with a quick 

overview of a variety of different strategies they’ve implemented.  If they can’t give 

you examples then they may be trying to offer everyone the same cookie cutter 

approach.  Keep looking! 

 

11. If you were to manage my social media accounts and Facebook suddenly crashed, 

what would be your backup plan so I don’t lose connections and information hosted 

on that site? 

Although the likelihood of Facebook completely crashing is slim, anything can 

happen when technology is involved.  Make sure your virtual assistant doesn’t 

intend to let your entire social media strategy rest on one platform.  Make sure their 

intentions are to actively use multiple platforms and encourage your connections to 

engage with you in multiple arenas.  That way you won’t lose all your hard work if 

one platform isn’t working as it should or closes down completely. 
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12. Give me an example of three different tools/applications that you wouldn’t want to 

live without. 

The virtual assistant should easily be able to provide you with a small list of select 

tools they use.  There are literally thousands of engagement and visibility tools 

available so asking her to name a few should never be difficult. 

 

13. What are your business hours? 

Make sure you will be able to reach your virtual assistant during your business 

hours.  Ask if they prefer phone calls or emails and how quickly you can expect a 

response back when you contact them.  You shouldn’t have to wait two days for a 

response when you ask a simple question.  Define your expectations early and make 

sure that you and your virtual assistant start working together with the same 

expectations and an understanding of how you both work best. 

 

14. How quickly can I expect results from my social media efforts?  

The virtual assistant shouldn’t be able to answer this question at all unless you’ve 

already had a consultation to discuss your goals and determined the tasks you want 

to engage in.  If she promises fast results without understanding what your goals are 

then keep looking!  No one can make that promise! 

 

15. Do you do this full time or part time? 

Make sure the virtual assistant is making a full commitment to your work and isn’t 

simply picking up a few extra hours on the weekend.  If you need someone who is 

available during business hours and will be working on your networking sites then 

make sure they are available when your target audience is online and listening. 

 

16. Can you provide me with testimonials or recommendations of any kind? 

Recommendations are always very important.  Who else has this person worked 

with?  Has anyone offered them a LinkedIn recommendation?  Are testimonials 

available on their website and/or Facebook page?  Find out what past clients have 

said about their work before you spend money for services. 
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What to look for when hiring a social media virtual assistant 

 

 

Website 

A website is a virtual assistant’s online office.  Visit their site to get an idea of how they 

present themselves. 

 

1.   Is the website neat and well organized or is it filled with typos, improper grammar, 

bad formatting, etc.   

 

2.   Is the content fresh or is the last post/article dated last year? 

 

3.   Do they have social media buttons on their website so you can connect with them on 

multiple platforms?  This is what you want them to do for you so they should have 

already done it for themselves. 

 

4.   Do they have a blog?  Since you are hiring this person to help with your social media 

strategy you’ll want to make sure your virtual assistant is using the technology for 

themselves. 

 

 

Social Media Sites 

Would you get on a plane with a pilot who had read the manual but had never flown?  Of 

course not!  Then don’t consider hiring a social media virtual assistant who isn’t using 

social media for their own business 

 

Blog 

1.  Look at their blog – do they post regularly or has it been six months since their last 

post? 

 

2.  Do they have social media buttons on their blog so you can connect with them on 

multiple platforms? 

 

3.  Does their blog offer useful information pertaining to the work they do? 

 

4.  Is the blog neat, well organized and professional in appearance? 
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Networking sites 

1. Do they have Twitter, Facebook, LinkedIn, Google+, YouTube, etc. accounts?  It 

is important to note here that a social media virtual assistant may not be on every 

networking site you are interested in. There are literally millions of sites out there 

and a good virtual assistant understands their limitations and specializes in 

specific sites.  The fact that they aren’t using one site doesn’t mean you shouldn’t 

hire them.  They should, however, have a presence on a variety of sites.  You’ll 

want someone with experience using multiple platforms. 

 

2. Are they using a professional sounding username or their own name on the 

account?  On Facebook, Google+ and LinkedIn personal profiles it should 

definitely be their own name! 

 

3. Have they taken the time to create a customized background for themselves on 

Twitter and YouTube? 

 

4. Have they written a nice bio? 

 

5. Have they included a link to their website? 

 

6. Are they using a professional photograph? Or are they still using the generic icon 

the networking site gives all new accounts?  A social media VA should 

understand the importance of taking the time to present themselves well via their 

profiles.  If they haven’t bothered with that then don’t bother with them. 

 

7. Are they posting on a regular basis?  Or was their last post a month ago?   

If they aren’t posting then it could be a sign they are overwhelmed already and 

unable to take on your work effectively. 

 

8. Look at their newsfeed.  Are they actually having conversations and connecting 

with anyone or are they just posting about their personal activities. 

Your social media virtual assistant should be a person with influence.  They must 

have a proven track record of building online relationships and maintaining those 

relationships openly.  Anyone can make plain posts.  Look for the virtual assistant 

who is obviously gaining visibility for themselves and their business through the 

use of their social media efforts. 

 

9. How many followers/connections do they have?  If this person has promised you 

they can get you thousands of connections but they only have 100 then you should 

question why they can’t do for themselves what they’ve promised to do for you.  

The reality is they may not be able to do it at all. 

 

 

 

 

 



 

www.bizmsolutions.com info@bizmsolutions.com Page 6 of 7 

 

 

Communication 

1.  Do they respond to your initial inquiry in a timely fashion? 

 

2.  Are their emails well written, grammatically correct and well formatted? 

 

3.   Are they typically responding from their office or are they mainly emailing you from 

a blackberry, smartphone, etc (this gives you a hint as to how often they’ll be 

available during normal business hours. 

 

4.  Do they respond to a phone call in a professional manner? 

 

5.   Are they prepared when you meet or are they fumbling for their notes?  Do you have 

to remind them of something you’ve already said? 

 

6.   Do they follow through as promised?   

Remember that how you do anything is how you do everything so if this virtual 

assistant doesn’t follow through on something small then they probably won’t follow 

through when it really matters. 

 

7.  Is it a good personality fit? 

Chat with the potential virtual assistant a bit.  Make sure your personalities 

complement one another and that the two of you have some common ground.  The 

more the two of you understand one another the better they will be at helping you 

achieve your personal and professional goals. 

 

8.   Do they ask lots of questions about your goals, objectives and time constraints with 

using social media?   

In order to provide you with the best work possible your virtual assistant will need to 

understand your business and objectives.  They’ll need an understanding of what you 

are trying to accomplish and what you’ve already done in order to meet your goals.  

They’ll need your input and they’ll need an understanding of what you want them to 

accomplish.  If they aren’t asking questions then they may be making a lot of 

assumptions and won’t be able to offer you customized assistance. 
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There is nothing more important than making certain that you are adding the right talents 

and personalities to your team.  Take the time to find the right person, do your homework 

and ask the right questions.  Connect with a potential VA online and spend some time 

observing how she handles herself.  And remember, the more you INSPECT the more 

you can EXPECT! 
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