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Do you need an extra pair of hands 

(or ten!) in the office? 

 

 

 

 

 

 

 

 

 

 

Outsource Your Administration Needs to a Home-Grown 

Australian VA and breathe a sigh of relief! We'll take the 

hassle out of running your business and give you back 

more time in your day.   

MJS Virtual Business Support specialises in offering a comprehensive range of services, at affordable 

prices to a wide variety of businesses.  Whether you are a solo entrepreneur, medium business, white 

or blue collar – we can help you! 

What is a Virtual Assistant? 

A Virtual Assistant is like a Personal Assistant only virtual – we are office professionals who operate 

from our own home-based offices, providing virtual administration and secretarial support. 

Virtual Assistants give a wide range of office based support using a variety of mediums such as email, 

web, mail, courier, fax, phone, etc. 

Benefits 

 You don’t need to provide office space or equipment 

 You don’t pay for superannuation, salaries, PAYG, holiday pay etc 

 You don’t pay for non-productive time 

 You don’t need to train us  

 You have complete flexibility 

 Unlike temps, you have the same assistant every time who will get to know your business 

 We free up your time 

 We are only a phone call or email away! 
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Why Choose MJS?   

We take the time to really get to know you and your business and our comprehensive range of 

services are provided with your business success in mind.  We provide our clients with a personalised 

and professional service delivered by experienced and knowledgeable VAs, at a price that is both 

competitive and affordable. 

 

MJS Virtual Business Support was established by Melissa Williscroft in 2008 and 

our aim is to provide support services to business owners who don’t have the 

capacity, or require, constant on-site administration personnel. 

 

By working with you as a Virtual Assistant, from our own home-based offices, 

we can take care of those time-consuming administrative tasks allowing you 

to spend more time focusing on the more important parts of running your 

business. 

 

 

Our Happy Clients include … 

We currently assist a wide variety of clients including; professional speakers, consultants, landscapers, 

child care centres, business coaches, home loan providers and health care professionals.  No matter 

who you are or what industry you are in, we can help you!  

 

… personalised and professional service, delivered 

by experienced and knowledgeable VAs … 

 

Our Director,  

Melissa Williscroft 
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SERVICES 

Audio Transcription 

 Interviews & focus groups 

 Meetings, lectures & presentations 

 Legal documents 

General Administration 

 Word Processing 

 Document formatting 

 Proofreading 

 Data entry & copy typing 

 Sourcing quotes 

 Prepare job descriptions/position 

advertisements 

 Organise staff training 

 eBook assistance 

 Debtor follow-up 

Executive / Personal Assistant 

 Travel Arrangements 

 Event Coordination 

 Diary & Email Management 

 Mail Merges 

 Meeting Support 

 Power Point Presentations 

 Client Gifts 

 Internet Research 

Customer Relations Management 

 Sourcing systems & initial set up 

 Ongoing maintenance 

 Customer feedback surveys 

Event Coordination 

 Sourcing venues & resources 

 Coordinate invitations/RSVPs 

 Manage registrations 

 Assist in publicising events 

 Name badges, handouts, 

workshop materials 

 Travel/accommodation 

Legal Secretarial 

 Templates & precedents 

 Property searches 

 Liaising with clients 

 Confirming appointments 

 Documents from dictation 

Websites, e-Newsletters & Social Media 

 Maintain blogs 

 Wordpress website maintenance 

 Create e-Newsletters 

 Manage mailing lists 

 Set up social media accounts 

 

… comprehensive range of services, at 

affordable prices. 

 

Don’t see what you need?  Subscribe to our mailing list to receive our FREE PDF “99 

Ways a Virtual Assistant Can Support Your Business” 

 

http://www.mjsvirtual.com.au/services
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RATES 

What you receive 

 Reliable & efficient service – every  time 

 A professional & knowledgeable VA 

 A VA that you can trust and that your clients will love! 

 100% guaranteed work.  If we make a mistake we fix it at our cost 

 Complimentary subscription to our monthly e-Newsletter 

Here at MJS we don’t tie you down with messy retainer packages - we simply invoice you at the end 

of each month for the number of hours that you have used.  You can use us as much, or as little, as 

you like - now thatõs value! 

 

Our services commence at a very competitive flat rate of $35.00 per hour.  We don’t apply 

surcharges for work conducted on weekends or public holidays. 

 

Our transcription rates start at $1.60 per audio minute for clear, one speaker audio.  Rates vary 

according to the clarity of your recordings and the number of speakers.   

 

 

 

We would love to speak with you to discuss your requirements and 

answer any questions you may have (we’re sure you have heaps!!).  

Contact us on (03) 9580 6176 or enquiries@mjsvirtual.com.au for your 

FREE obligation-free consultation. 

 

A VA that you can trust and that your 

clients will LOVE! 

 

mailto:enquiries@mjsvirtual.com.au
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TESTIMONIALS  

Here’s what some of our happy clients had to say … 

òMelissa is a god-send. I throw all manner of tasks at her, some business and some personal, and she never 

ceases to amaze me with her level of attention to detail, her professional and credible approach to everything 

she does and the ideas she offers me t o help make things easier. She's a valuable asset to my life, not just my 

business, and I have trusted her to take on a number of things that I would usually only do myself as my levels of 

expectation are usually too high to be met by others.... but Meliss a manages to meet them every time. My only 

reservation in recommending her is that she'll get so busy that she doesn't have enough time for me!!ó  

Justine Bloome | Bloome Enterprises 

 òMelissa is fast and reliable - you only need to ask her once and she will remember for future use.  She is willing to 

give things a shot - even when they are not in her comfort zone - and she will respond at short notice.  Best of all I 

have felt confide nt to trust Melissa when I have been out -of -reach - I guess that is the greatest accolade of all. 

You will be happy with the quality of service.ó  

Cris Popp | Laughter Works & Workplace Wellbeing 

òI hate to say it - because others will be bidding against me for her time and there's only a finite amount of it - but 

Melissa is first class and a very good value source of secretarial assistance of all 

kinds.  

Nicholas Gruen | Lateral Economics 

Contact Us 

Phone  | (03) 9580 6176 

Fax | (03) 9017 8967 

Email | enquiries@mjsvirtual.com.au 

Web | www.mjsvirtual.com.au   

 

… having her on board was like having an 

extra set of hands. 

 

http://justinebloome.com/
http://www.laughterworks.com.au/
http://www.workplacewellbeing.com.au/
http://www.lateraleconomics.com.au/
mailto:enquiries@mjsvirtual.com.au
http://www.mjsvirtual.com.au/

