
Running a business is rewarding — but it’s also
filled with endless admin that eats up your

time. The good news? You don’t have to do it
all yourself.

 A Virtual Assistant (VA) can take those
repetitive, time-consuming tasks off your

hands, giving you back the freedom to focus
on strategy, clients, and growth.

Here are the top 10 admin tasks UK business
owners

Top 10 Admin
Tasks to Delegate
Save time, reduce stress, and

focus on growing your business



Here are the top 10 admin tasks UK business
owners delegate to their VA:

1. Email Management
Inbox overflowing? A VA can organise, filter, and

respond to emails on your behalf, keeping
communication professional and timely — without

you being glued to your phone.

2. Diary & Appointment Scheduling
No more double-bookings or forgotten calls. Your VA
can manage your calendar, schedule meetings, and

send reminders, so your days run smoothly.

3. Document Creation & Formatting
From proposals and invoices to branded templates
and presentations, a VA can prepare professional
documents that save you time and impress your

clients.



4. Data Entry & Database Management
Spreadsheets, CRM updates, contact lists — all

necessary, but none of it needs to be done by you.
Hand it over and free up hours.

5. Travel & Accommodation Bookings
Whether it’s a client meeting in London or a

weekend conference abroad, your VA can source
the best options, book travel, and provide clear

itineraries.

6. Social Media Scheduling
A VA can schedule your posts, keep content

consistent, and even handle basic engagement,
ensuring your business stays visible online

without you having to spend hours scrolling

7. Customer Enquiries & Follow-Ups
From monitoring your contact form to responding

to FAQs, your VA ensures enquiries don’t slip
through the cracks and potential clients feel

valued.



8. Bookkeeping Support
(Non-accountancy) support such as raising

invoices, chasing payments, recording
expenses, or preparing data for your

accountant. It keeps your finances on track
without the headache.

9. Research Tasks
Market research, competitor analysis, supplier

comparisons — a VA can gather and present
the information you need, so you make

smarter business decisions quickly.

10. Airbnb & Property Support
For hosts, a VA can handle guest

communication, booking confirmations, and
review requests, giving you back your evenings

and weekends.



✅ Final Thoughts
Delegating isn’t about giving up control — it’s
about getting your time back. By outsourcing

these everyday admin tasks to a UK VA, you can
reduce stress, improve efficiency, and focus on

the parts of your business that truly matter.

Next Step
Want to see how many hours you could save

each week?

 👉 Book a free consultation with Hunter & Co.
today and let’s build the right support package

for your business.


