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Introduction 

This toolkit is part of the MAV – Mom Virtual Assistant project, funded under the Erasmus+ 
KA210-VET programme. The project, running from November 2023 to October 2025, aims to 
support unemployed mothers of preschool-aged children (0–6) by facilitating access to 
high-quality, flexible training that enables them to re-enter or remain in the workforce as Virtual 
Assistants. Coordinated by Leader srls (Italy), in partnership with The Apartment (Italy), Nantik 
Lum (Spain), and Make Mothers Matter (Belgium), MAV addresses the social and economic 
challenges that often arise at the intersection of motherhood and employability. 

The training programme is structured around three key learning areas: Digital Skills, 
Transversal Skills, and Entrepreneurial Skills. Each module leverages the expertise of a 
dedicated partner, offering accessible and inclusive content through an online platform, with a 
strong emphasis on turning inherent maternal soft skills into professional assets suited to the 
digital labour market. 

This Toolkit for Trainers has been developed as a practical, ready-to-use companion to the 
training modules. It provides: 

● Summarised content from each module 
 

● Activity sheets and exercises 
 

● Real-life case studies 
 

● Pedagogical guidance to simulate real work-based learning 
 

The toolkit is designed to help trainers and VET professionals deliver impactful sessions that 
build participants’ confidence and skills. It also serves as a strategic tool for promoting 
inclusive, gender-aware digital education and expanding the reach of MAV’s methodology 
across partner and non-partner countries. 

By centring motherhood as a source of transferable value, this toolkit supports the creation of 
serene, respectful, and future-oriented learning environments where women can thrive as 
professionals and as individuals. 
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1.1 Theory on Key Soft Skills Concepts 

Soft skills are foundational for any successful career, and even more so in the context of 
remote, client-facing roles like virtual assistance. These interpersonal and behavioral skills 
enable professionals to communicate effectively, manage time, adapt to challenges, and work 
autonomously. This section explores key soft skills that empower new mothers re-entering the 
workforce to become confident, reliable, and self-managed virtual assistants. 

1. Communication and Empathy 

Clear and empathetic communication is essential for understanding client needs, resolving 
issues, and maintaining long-term professional relationships. For virtual assistants, this means 
mastering both written and verbal communication and being able to convey information with 
clarity, kindness, and confidence. 

Key elements: 

Active listening: Truly understanding the client's requests and concerns. 

Tone management: Adapting communication style to different clients and platforms. 

Emotional intelligence: Reading between the lines and responding appropriately. 

2. Time and Task Management 

Working independently requires strong organizational skills. Soft skills related to time 
management help virtual assistants structure their day, balance priorities, and deliver 
high-quality work on time. 

Key strategies include: 

Time-blocking and scheduling. 

Prioritization techniques (e.g., Eisenhower Matrix). 

Use of tools like Trello, Google Calendar, or Notion. 

3. Problem Solving and Proactivity 

Being resourceful and solution-oriented is a major asset in a virtual assistant role. Clients value 
VAs who can independently identify issues and propose actionable solutions. 
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Examples: 

Identifying inefficiencies in client processes. 

Offering tech-based solutions to improve productivity. 

Anticipating client needs and taking initiative. 

4. Adaptability and Resilience 

In the dynamic digital work environment, flexibility is a must. Assistants must quickly adapt to 
new tools, industries, and working styles. Resilience helps maintain motivation and 
performance, especially during periods of uncertainty. 

Supportive behaviors: 

Reframing setbacks as learning experiences. 

Staying calm and focused under pressure. 

Cultivating a mindset of growth and continuous learning. 

5. Self-Motivation and Accountability 

Remote work demands high levels of autonomy. Virtual assistants must be able to stay focused, 
meet deadlines, and take responsibility for their performance without external supervision. 

Practices: 

Setting and reviewing weekly goals. 

Tracking progress and learning from feedback. 

Maintaining a work ethic grounded in professionalism and integrity. 

 

1.2 Case Studies on Soft Skills Development 

Case Study 1: Marta – Transitioning from Stay-at-Home Mother to VA 
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Background: Marta, a 38-year-old mother of two, hadn’t worked formally in over seven years. 
She decided to train as a VA to regain financial independence. Her biggest concern was whether 
she had the “right” professional skills. 

Challenges: 

Low self-confidence in professional communication. 

Difficulty managing competing family and training priorities. 

Actions Taken: 

Practiced professional writing through mock email exercises. 

Implemented a daily schedule using Trello and Google Calendar. 

Attended peer sessions to practice video call etiquette and receive feedback. 

Outcome: 

Marta discovered that her active listening and conflict resolution skills as a mother were highly 
transferable. Her communication became more structured, and she felt confident managing 
clients independently. She now successfully supports two clients and balances work and home 
life effectively. 

 

Case Study 2: Silvia – Building Confidence and Proactive Work Habits 

Background: Silvia, 42, had experience in customer service but struggled with asserting 
herself and proactively offering ideas. In her previous roles, she always waited for instructions. 

 

Challenges: 

Fear of overstepping boundaries with clients. 

Reluctance to suggest improvements. 

Actions taken: 
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Developed a proactive mindset through role-play scenarios. 

Learned to frame suggestions using positive, value-oriented language. 

Practiced feedback management with peers and trainers. 

Outcome: Silvia started suggesting time-saving tools to her client and received praise for her 
initiative. Her confidence grew, and she transitioned from a passive executor to a trusted 
collaborator in her client’s business. 

Key Lessons from the Case Studies 

Both Marta and Silvia exemplify how soft skills, especially communication, time management, 
and proactivity, are essential to success as a VA. They show that these skills can be developed 
through practice, reflection, and support. The module reinforces that participants already 
possess many of these abilities and simply need to adapt them to a new professional context. 
By working on self-awareness, structure, and confidence, aspiring VAs can thrive in the digital 
workplace while maintaining a balanced personal life. 

 

2.1 Theory on Key Digital Skills Concepts 

Module 2 provides essential digital competencies for becoming a professional and efficient 
Virtual Assistant (VA). Participants learn how to deliver core digital services such as email and 
calendar management, social media, content creation, website maintenance, and online 
customer support—building confidence in using key tools to help small businesses grow their 
online presence. 

Who is a Virtual Assistant (VA)? 
 A VA is an independent professional who provides administrative, technical, and creative 
services remotely. She is a flexible, multi-skilled collaborator—more than a secretary or a 
chatbot—capable of managing complex tasks and projects with autonomy and creativity. 

2.2 Core Digital Services for Virtual Assistants 

Participants learn how to offer the following key services: 

● Email & Calendar Management: Manage inboxes and appointments using tools like 
Gmail and Google Calendar. 
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● CRM Support: Update customer databases, track interactions, and generate client 
insights. 
 

● Social Media Management: Create, schedule, and analyze content for platforms like 
Instagram, Facebook, and LinkedIn. 
 

● Content Creation & Blogging: Write SEO-friendly blog posts and web content tailored to 
the client’s audience. 
 

● Website Maintenance: Update web pages, fix broken links, and apply basic SEO 
optimization. 
 

● Online Customer Support: Respond to emails and messages, providing professional and 
empathetic service via chat or social platforms. 
 

Practical tools introduced: Gmail, Google Calendar, Trello, WordPress, Canva, HubSpot CRM, 
Buffer, Hootsuite. 

2.3 Website Creation and Management 

This section focuses on helping participants build and manage websites using user-friendly 
CMS platforms like WordPress. 

Core components of a website: 

● Domain name, hosting, CMS (WordPress or Wix), content structure. 
 

Key steps: 

1. Planning: Define objectives, target audience, and functionality. 
 

2. Design: Choose layout, colors, fonts, and user experience. 
 

3. Development: Set up site structure and functionality using themes and plugins. 
 

4. Content creation: Write engaging, SEO-optimized copy and calls to action. 
 

5. Testing & launch: Review functionality and responsiveness. 
 

 

http://www.mav.mom


 
                                                                                                                           MAV - MOM VIRTUAL ASSISTANT 

PROJECT N. 2023-1-IT01-KA210-VET-000162214 
WWW.MAV.MOM 

 
 
 
 
 

6. Maintenance: Regular updates and performance checks. 
 

Participants are guided through building a basic web page in WordPress, from installation to 
content publishing and menu creation. 

2.4 SEO Content & Social Media Marketing 

This section introduces strategies for increasing online visibility through content and social 
platforms. 

SEO Content Marketing: 

● What it is: Creating valuable, keyword-optimized content to drive organic search traffic. 
 

● How it works: Keyword research, content structure, on-page SEO, meta descriptions, 
and internal linking. 
 

● Tools: Google Keyword Planner, Yoast SEO, SEMrush. 
 

Content Planning: 

● Build an editorial calendar using tools like Google Calendar or Trello. 
 

● Promote content via email, blogs, and social media. 
 

● Repurpose content across formats (infographics, videos, reels). 
 

Social Media Marketing: 

● Profile creation and optimization. 
 

● Strategy and campaign planning. 
 

● Scheduling and analytics with automation tools. 
 

● Community building, customer interaction, and paid ads. 
 

● Legal and ethical best practices (copyright, GDPR, inclusivity). 
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2.5 Canva for Visual Communication 

Canva is introduced as a central tool for creating professional, branded visual assets. 

Hands-on practice includes: 

● Social media posts, stories, and banners. 
 

● Email headers and marketing visuals. 
 

● Brochures, flyers, and presentations. 
 

● Using brand kits and templates for consistency. 
 

Participants learn basic design principles (color, typography, hierarchy) and use Canva’s Content 
Planner (premium) to schedule posts across platforms. 

2.6 Artificial Intelligence for VAs 

The module ends with a forward-looking introduction to AI tools and their application in VA 
services. 

Practical use cases: 

● Automation: Email replies, calendar scheduling (e.g., Clara, X.ai). 
 

● Content generation: Writing tools like ChatGPT, Jasper, Copy.ai. 
 

● Customer service: AI-powered chatbots. 
 

● Research & analysis: Tools like Otter.ai, Scholarcy, and AI dashboards. 
 

Critical soft skills to complement AI: 

● Digital literacy and critical thinking. 
 

● Ethical awareness: bias, privacy, transparency, accountability. 
 

● Human oversight and decision-making. 
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AI is presented as a partner, not a replacement—enhancing productivity while requiring 
responsible use 

2.7 Case Studies on Digital Skills in Action 

● Nicole Tirabassi (TN Virtual Assistant): Provides social media, content, and email 
marketing. A strong example of transitioning from solo VA to structured business. 
 

● Monia Carletti: Supports entrepreneurs with project coordination and consultancy, 
bridging soft and digital skills. 
 

● VANA (Virtual Assistant Networking Association): A global platform offering training, 
resources, and job matching for VAs at all levels. 
 

Key Lessons from the Module 

● Digital skills are not innate—they are learnable through practice and guided support. 
 

● Competence in tools like WordPress, Canva, CRM, and AI systems is essential for today’s 
VAs. 
 

● The program fosters digital autonomy, confidence, and real-world readiness. 
 

● Practical learning and mindset-building are at the core of this module. 
 

 

3.1 Theory on Key Entrepreneurial Concepts  

Title: Key Concepts in Entrepreneurship: Creating Sustainable and Successful Ventures 

Entrepreneurship is a dynamic field that blends creativity, strategy, and financial management. 
For aspiring entrepreneurs, understanding key entrepreneurial concepts is crucial to navigating 
the complexities of the business world and achieving success. This section will provide an 
overview of essential entrepreneurial concepts, focusing on conscious entrepreneurship, 
work-life integration, financial management, and branding. 

1. Conscious Entrepreneurship 
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Conscious entrepreneurship is about creating a business that is aligned with one's core values, 
ethics, and the greater good. It emphasizes sustainability, social responsibility, and ethical 
decision-making. For many entrepreneurs, especially those in service industries like virtual 
assistants, it involves a deep commitment to ensuring that their business practices not only 
benefit them financially but also contribute positively to society and the environment. 

Key elements of conscious entrepreneurship include: 

● Purpose-driven work: Entrepreneurs in this space aim to create a business that serves 
both personal and societal goals, often choosing to focus on ethical sourcing, 
sustainability, and community impact. 
 

● Positive impact: Whether it's choosing to collaborate with eco-friendly brands or 
offering services that support underrepresented communities, conscious 
entrepreneurs consider the broader impact of their work. 
 

● Work-Life Balance: As many conscious entrepreneurs are also balancing family and 
personal commitments, work-life integration is an important aspect of their business 
model. It’s about blending work with personal life in a way that ensures neither is 
neglected. 

By choosing clients and projects that align with their values, entrepreneurs can maintain a 
sense of fulfillment and purpose in their work. For example, a virtual assistant specializing in 
sustainability may only work with businesses that prioritize environmental concerns or those 
that promote social good. This allows them to build a meaningful career while contributing to a 
more sustainable and ethical world. 

2. Work-Life Integration 

Unlike traditional work-life balance, which suggests dividing time between work and personal 
life in equal parts, work-life integration is about creating a flexible approach that blends 
professional responsibilities with personal needs. This approach is particularly vital for 
entrepreneurs, especially women, who often juggle business, family, and personal 
commitments. 

Work-life integration allows entrepreneurs to have a fulfilling personal life while running a 
successful business. Some of the strategies to achieve work-life integration include: 

● Time Blocking: Entrepreneurs can designate specific times for different tasks, such as 
client work in the mornings and family time in the evenings. This helps in managing both 
work commitments and personal life without one feeling neglected. 
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● Setting Boundaries with Clients: Clear communication with clients about availability is 
crucial. By setting proper expectations, entrepreneurs can prevent burnout and ensure 
they have the time to recharge. 
 

● Using Technology: Tools like Google Calendar, Trello, and project management 
platforms help streamline scheduling and task management, ensuring entrepreneurs 
can meet their professional commitments without neglecting personal needs. 

Through these strategies, entrepreneurs can achieve a fulfilling career without sacrificing 
personal well-being. Successful entrepreneurs know when to delegate tasks, prioritize, and 
switch between roles, leading to a sustainable and healthy business environment. 

3. Financial Management in Entrepreneurship 

For any entrepreneur, understanding financial management is essential to sustaining their 
business. Effective financial management ensures that businesses remain profitable while also 
planning for growth. This aspect of entrepreneurship involves setting appropriate pricing 
strategies, managing income and expenses, and understanding the tax obligations involved in 
running a business. 

Key financial strategies for entrepreneurs include: 

● Pricing Strategies: Setting the right pricing model is crucial for the sustainability of any 
business. Entrepreneurs should consider factors like market rates, their expertise, 
operational costs, and desired profit margins. Pricing should not only reflect the value 
provided but also ensure that the business remains competitive in the market. 
 

● Expense Management: Managing expenses is a core aspect of financial health. 
Entrepreneurs should track operational costs, such as software subscriptions, office 
space, and marketing expenses, and ensure that these costs do not exceed their 
income. 
 

● Tax Considerations: Entrepreneurs must be aware of their tax obligations. Depending 
on the country they operate in, taxes may include income tax, VAT, and other 
business-related taxes. Staying compliant with tax laws is essential for avoiding legal 
issues and maintaining financial stability. 

Incorporating sound financial management practices, such as using accounting software and 
setting aside savings for taxes and emergencies, will help entrepreneurs build a resilient 
business that can withstand market fluctuations and grow over time. 

4. Branding and Marketing 
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Branding is an essential aspect of entrepreneurship, as it defines how the business is perceived 
by clients and customers. A strong brand helps entrepreneurs stand out in a competitive 
market, build trust, and attract loyal customers. 

Key components of branding and marketing include: 

● Personal Branding: This refers to the process of building a brand around the 
entrepreneur's personality, values, and expertise. A personal brand establishes the 
entrepreneur as an authority in their niche and helps them attract clients who resonate 
with their values. 
 

● Targeting the Right Market: Entrepreneurs must understand their target audience, 
their needs, and their pain points. By tailoring marketing efforts to this group, 
entrepreneurs can ensure their services meet the demands of the market. 
 

● Social Media and Online Presence: Today’s entrepreneurs must build and maintain a 
strong online presence. Platforms like LinkedIn, Instagram, and Facebook provide an 
opportunity to engage with potential clients, showcase expertise, and build 
relationships. 

Branding and marketing are not one-time efforts but ongoing processes that require 
consistency, creativity, and adaptation to changing market dynamics. Entrepreneurs who focus 
on building an authentic brand and marketing it effectively can ensure their business remains 
competitive and thrives in a crowded marketplace. 

 

Conclusion 

Entrepreneurship is a complex yet rewarding endeavor that involves a combination of creative 
thinking, strategic planning, and financial acumen. Conscious entrepreneurship, work-life 
integration, financial management, and branding are all key concepts that drive success. By 
understanding and applying these concepts, entrepreneurs can create businesses that are not 
only profitable but also meaningful, ethical, and sustainable. As entrepreneurs grow their 
businesses, they must continuously adapt, learn, and refine these strategies to remain 
competitive and thrive in the ever-evolving market landscape. 

3.2 Case Studies on Financial Literacy and Self-Employment 

Below are two case studies based on real-world examples of financial literacy and 
self-employment, tailored to virtual assistants. These examples incorporate principles and 
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concepts drawn from the Module 3: Entrepreneurial Skills presentation, focusing on the 
practical aspects of managing a self-employed business in the context of financial literacy. 

Case Study 1: Laura - Starting Her Virtual Assistant Business in Madrid 

Background: Laura, a 30-year-old professional from Madrid, has recently decided to leave her 
job as an administrative assistant to become a self-employed virtual assistant (VA). She has 
accumulated a decade of experience in administrative roles, project management, and 
customer service, all of which have provided her with valuable skills for her new venture. She 
has the ambition to create a successful business that offers administrative, social media 
management, and customer support services to small businesses and entrepreneurs. 

Challenges: Laura’s primary challenges are related to financial literacy, which she struggles 
with due to her limited knowledge of tax laws and business finances. Specifically, she faces 
difficulties in pricing her services, tracking her income and expenses, and understanding the 
implications of self-employment taxes. She lacks a comprehensive financial plan and is unsure 
how much to save for taxes or whether she is saving enough for business reinvestment. 

Actions Taken: 

1. Financial Planning and Budgeting: Laura decided to address her financial knowledge 
gaps by enrolling in an online course on financial literacy for entrepreneurs. She learned 
about creating a simple financial plan, tracking income and expenses, and setting aside 
a percentage of her income for taxes. 
 

2. Pricing Strategy: After attending a webinar on pricing strategies for freelancers, Laura 
re-evaluated her pricing model. She realized that her hourly rate was too low, 
considering her level of expertise and the quality of service she provided. She 
researched industry standards for virtual assistants in Madrid, factoring in her operating 
costs, and set a new, competitive pricing structure. 
 

3. Tax Preparation: Laura met with an accountant to discuss her tax obligations as a 
self-employed professional in Spain. She learned about quarterly tax filings (autónomo), 
how to deduct business expenses (e.g., software subscriptions and office equipment), 
and the importance of maintaining clear financial records for tax purposes. 
 

4. Building an Emergency Fund: Laura also learned the importance of building a financial 
cushion for her business, especially given the uncertain income streams associated 
with freelancing. She set up a separate savings account where she deposits a 
percentage of her earnings each month for unforeseen business expenses and to cover 
her tax liabilities. 
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Outcome: Laura's financial literacy improvements enabled her to build a more sustainable 
business. By accurately pricing her services and properly managing her finances, she began to 
see higher profit margins. Her careful tax planning also helped her avoid financial penalties and 
ensured that she could reinvest in her business growth. As a result, Laura's virtual assistant 
business became more profitable, and she felt more confident in managing both her 
professional and personal financial affairs. 

Case Study 2: Pablo - A Virtual Assistant's Journey to Financial Stability 

Background: Pablo, a 40-year-old digital marketing specialist based in Madrid, transitioned 
from a full-time position at a marketing agency to becoming a self-employed virtual assistant. 
He specializes in content creation, social media management, and SEO for small to 
medium-sized businesses. Although Pablo has a strong background in marketing and digital 
tools, his lack of knowledge about business finance management left him feeling uncertain 
about the sustainability of his freelance career. 

Challenges: Pablo struggled with understanding the financial aspects of being a freelance 
entrepreneur. His biggest challenges were: 

● Cash Flow Management: Pablo often found himself struggling with inconsistent 
payments from clients. He had trouble keeping track of invoices and ensuring that 
clients paid on time, which led to cash flow problems and stress. 
 

● Inadequate Tax Planning: Like many freelancers, Pablo was unsure about the full scope 
of his tax responsibilities and had not set aside enough funds for taxes or unforeseen 
expenses. 
 

● Client Payment Delays: As he grew his client base, Pablo encountered issues with 
delayed payments, which further compounded his financial uncertainty. 

Actions Taken: 

1. Cash Flow and Invoice Management: Pablo sought advice from a mentor in the virtual 
assistant industry and was introduced to invoicing software tools. He began using a 
cloud-based invoicing platform that allowed him to send professional invoices, track 
payments, and set reminders for overdue payments. He also created payment terms for 
his clients, including 50% upfront for larger projects. 
 

2. Tax Strategy and Business Deductions: Pablo attended a workshop on tax 
management for freelancers. He learned that, as an autónomo in Spain, he was eligible 
for various deductions on expenses such as office supplies, internet bills, and 
business-related travel. He now sets aside 30% of his monthly earnings in a separate 
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account to cover taxes and other financial obligations. 
 

3. Financial Planning and Savings: After reviewing his monthly income and expenses, 
Pablo realized that his inconsistent income flow was causing financial strain. He set up 
an emergency fund with three months' worth of living expenses and started saving a 
portion of his income for future business investments, such as marketing efforts and 
attending industry conferences. 
 

4. Legal and Business Structure: To ensure he was operating legally and efficiently, Pablo 
consulted with an accountant about whether to register his business as a freelance 
contractor or form a limited liability company (SL). He chose to remain as an autónomo 
for the time being, but he planned to reevaluate his business structure as his revenue 
grew. 

Outcome: Pablo's decision to implement a systematic approach to invoicing, tax planning, and 
saving for emergencies helped him gain better control over his finances. His improved cash 
flow management reduced stress, and his timely tax payments ensured that he avoided 
penalties. With a more robust financial plan, Pablo's virtual assistant business continued to 
grow, and he felt more secure in his financial independence. By managing both his personal and 
business finances with discipline, Pablo was able to achieve a sustainable freelance career. 

Key Lessons from the Case Studies 

Both Laura and Pablo learned that financial literacy is essential for the sustainability and growth 
of their businesses. A strong understanding of financial management helped them navigate the 
complexities of self-employment and ensured that they could make informed decisions. 
Establishing clear pricing and payment terms was another key lesson. Pablo successfully 
managed his cash flow by adopting professional invoicing practices, while Laura's updated 
pricing strategy enabled her to earn more in line with her expertise. Both entrepreneurs also 
recognized the importance of tax awareness. By seeking professional advice on tax 
management, they ensured compliance and avoided penalties, allowing them to focus on 
growing their businesses. Additionally, having an emergency fund and practicing effective 
budgeting provided them with peace of mind and the ability to invest in their business's future. 
These case studies illustrate how self-employed virtual assistants in Madrid can achieve 
success by adopting sound financial practices, setting clear pricing structures, and investing in 
their financial literacy. 

4. Practical Soft, Digital and Entrepreneurial Skills for Virtual Assistants 

→ Lesson plan Soft Skills 
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→ Lesson plan Digital Skills 

→ Lesson plan Entrepreneurial Skills 

 

5. Recommendation and conclusion 

The MAV Toolkit offers a holistic and inclusive approach to training mothers of young children 
as competent Virtual Assistants. It carefully integrates transversal, digital, and entrepreneurial 
skills into a learner-centered, flexible format that identifies with the realities of motherhood. By 
translating caregiving competencies into marketable professional assets, the MAV program 
empowers mothers to enter remote job markets with autonomy, resilience, and confidence. 
Through hands-on lessons, confidence-building exercises, and real-world case studies, the 
Toolkit bridges informal experiential learning with formal employability, supporting women’s 
economic independence and digital inclusion. 

Given today’s evolving labor market, where flexible, digital-based work is increasingly crucial, 
the MAV Toolkit represents a powerful model for upskilling mothers with caregiving 
responsibilities and promoting their participation in the digital economy. 

5.1 Do’s & Don’ts for the Continuous Vocational Education and Training 
(C-VET) of Mothers 

Do’s: 

● Design highly flexible, modular learning formats (microlearning, audio/video content, 
mobile-friendly). 
 

● Recognize and build upon mothers’ existing soft skills (time management, multitasking, 
emotional intelligence). 
 

● Provide both digital and entrepreneurial skills training with hands-on practice. 
 

● Offer mentorship programs and create alumni networks for peer support. 
 

● Foster safe, supportive, and empathetic learning environments sensitive to mothers' 
needs. 
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● Ensure access to necessary digital tools (internet access, devices) and childcare 
solutions during learning sessions. 
 

Don’ts: 

● Do not impose rigid schedules or exclusively classroom-based learning formats. 
 

● Avoid assuming low ambition—many mothers aspire to leadership, entrepreneurship, 
and autonomy. 
 

● Refrain from one-size-fits-all models; recognize the diverse backgrounds and needs 
among mothers. 
 

● Do not overlook the need for gender-sensitive trainers and tailored digital literacy 
support. 
 

● Avoid delivering overly theoretical courses without clear, practical applications. 
 

5.2 Practical Tips on Addressing Barriers to Learning 

● Self-Confidence: 
 Integrate peer learning, success stories, and gradual achievement milestones to boost 
self-efficacy. Use positive feedback and individual coaching to validate participants’ 
experiences. 
 

● Digital Literacy: 
 Start with basic digital navigation tutorials and progress to more complex tasks. Offer 
optional pre-courses for total beginners, and maintain a non-judgmental, supportive 
environment. 
 

● Lack of Time: 
 Offer microlearning modules, self-paced courses, and flexible scheduling (including 
evening or weekend options). Integrate learning with mobile-friendly platforms that 
mothers can access while multitasking. 
 

● Financial Barriers: 
 Partner with local NGOs, public authorities, and companies to provide scholarships, 
free access to digital tools, and affordable childcare solutions during learning programs. 
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● Isolation and Lack of Support Networks: 
 Build strong peer groups and online communities to foster a sense of belonging and 
shared learning among mothers. 
 

5.3 Final Considerations and Future Outlook 

The MAV Toolkit demonstrates that investing in the digital upskilling of mothers is both socially 
impactful and economically strategic. However, ensuring sustainable success requires 
continuous innovation and adaptation. Future initiatives should focus on scaling the Toolkit 
through integration into national and regional VET systems, strengthening employer 
partnerships for job matching, and refining the program based on participant feedback. 

Moreover, fostering a cultural shift towards valuing caregiving skills in professional contexts will 
be critical. Encouraging greater male participation in caregiving and promoting flexible, 
family-friendly workplace policies will further consolidate the gains made through programs 
like MAV. 

Looking ahead, the expansion of digital education for mothers must remain inclusive, 
adaptable, and firmly rooted in real-world employability, ultimately building a future where 
motherhood and professional growth are mutually reinforcing, not mutually exclusive. 
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Topic: Mastering Professional Communication Skills for Success in Virtual Assistance

Lesson Focus and Goals:
Emphasize the significance of clear, professional communication
Highlight the impact of communication tools in digital workspaces
Provide practical tips for effective client interactions

Structure of the activity:  In group (2 - 10 people):
Define effective communication in virtual assistance
Discuss challenges in remote communication
Small group discussion on email etiquette and communication tools
Share practical tips for improving written and verbal communication
Case study: Maria, a virtual assistant and mother of two, is managing a project for an
international tech startup. She must communicate a complex project brief across different time
zones while balancing family responsibilities.
Key Challenges:

Communicate complex technical information clearly
Manage time zone differences
Maintain professional responsiveness
Balance client needs with family commitments

Central Questions:
How can Maria ensure clear, concise communication?
What tools can help manage project communication?

Materials Needed:
Laptops/tablets
Sample email templates
Communication tools comparison chart
Video conferencing setup
Scenario cards for role-playing

Self assessment: 
Participation: Practice improving communication by:

Analyzing your current communication style
Identifying areas for improvement in email writing
Experimenting with different communication platforms

Master email communication techniques
Understand effective use of communication 
tools
Develop strategies for clear, professional
interaction
Learn to choose appropriate communication
channels

EFFECTIVE COMMUNICATION 
FOR VIRTUAL ASSISTANTS

Notes and comments:
Emphasize that 85% of workplace success is attributed to soft skills
Highlight the unique communication skills developed through motherhood
Recognize that communication skills are transferable across various professional contexts

Resources and useful materials:
MAV Transversal Skills Training - Module 1
Communication Skills for Workplace Success: https://bit.ly/4c55PWx
Active Listening Guide: https://bit.ly/41JbIoW



Topic: 
Mastering Productivity as a Virtual Assistant Balancing Work and Personal Life Effectively

Lesson Focus and Goals:
Emphasize the importance of strategic time management
Highlight techniques for effective task prioritization
Provide practical tools for maintaining work-life balance

Structure of the activity: In group (2 - 10 people):
Define time management challenges for working mothers
Discuss the Eisenhower Matrix for task prioritization
Small group discussion on time-blocking techniques
Share practical time management strategies
Case Study: Sara, a single mother, is managing social media for three different clients with
overlapping deadlines and limited working hours.
Key Challenges:

Prioritize multiple projects
Meet tight deadlines
Manage unexpected family interruptions
Maintain work quality

Central Questions:
How can Sara effectively prioritize tasks?
What time management strategies could help?

Materials Needed:
Planners or digital planning tools
Time-tracking apps demonstration
Stopwatches
Prioritization worksheets
Digital calendar templates

Self assessment: 
Focus on:

Tracking daily time usage
Identifying time-wasting activities
Implementing time-blocking strategies

Learning Objectives:
Understand advanced time management
techniques
Learn to prioritize tasks effectively
Develop strategies for maintaining
productivity
Create a balanced work-life schedule

TIME MANAGEMENT 
AND PRIORITIZATION

Notes and comments:
Acknowledge the unique time management challenges faced by mothers
Discuss strategies for creating a schedule that works with family responsibilities
Remind participants that prioritization is a learnable skill

Resources and useful materials:
Time Management Tips: https://bit.ly/43sy13w
The Eisenhower Matrix Guide: https://bit.ly/3RlMRBn
Recommended Time Management Tools: RescueTime, Toggl, Clockify

https://bit.ly/43sy13w


Topic: Building Resilience and Personal Growth Developing a Growth Mindset for Virtual Assistants

Lesson Focus and Goals:
Emphasize the importance of adaptability in digital careers
Highlight strategies for continuous personal development
Provide tools for building self-leadership and resilience

Structure of the activity: In group (2 - 10 people):
Define adaptability and its importance in VA careers
Discuss challenges of continuous learning
Small group discussion on growth mindset
Share practical self-care and personal development techniques
Case study: Elena is returning to work after a 3-year break for motherhood, seeking to develop
her career as a virtual assistant.
Key Challenges:

Set clear professional goals
Develop a personal development strategy
Create a vision for her VA career
Balance skill development with personal growth

Central Questions:
How can Elena set and achieve SMART goals?
What self-leadership techniques can support her professional journey?

Materials Needed:
Vision board creation materials
Goal-setting worksheets
Online learning platform demonstrations
Skill assessment tools
Motivation and resilience resources

Self assessment: 
Focus on:

Identifying personal growth areas
Developing a continuous learning approach
Practicing resilience techniques

Learning Objectives:
Understand the concept of adaptability
Develop a growth mindset
Learn self-leadership techniques
Create a personal development strategy

ADAPTABILITY AND 
SELF-LEADERSHIP

Notes and comments:
Emphasize the importance of a growth mindset
Recognize continuous learning as crucial in the digital landscape
Encourage participants to view challenges as opportunities for growth

Resources and useful materials:
MAV Transversal Skills Training - Module 1
All additional resources provided in the course module Adaptanility & Self-Leadership



Topic: Building and Managing Websites for Virtual Assistants

Lesson Focus and Goals:
Introduce website-building platforms (WordPress, Wix, Squarespace)
Explain the importance of having a personal or professional website as a VA
Provide hands-on experience in website setup, design, and content management

Structure of the activity: In groups (2 - 10 people):

Discuss why having a website is essential for VAs
Explore different website-building platforms and compare their features
Hands-on practice: Each participant creates a basic homepage with an about section and
contact form
Share best practices for maintaining a professional online presence
Case Study: Julia, a VA specializing in administrative support, struggles to find clients. She
decides to build a website to showcase her services and portfolio but is unsure where to start.
Key Challenges:

Choosing the right website-building platform
Creating an effective and professional design
Ensuring the website is user-friendly and informative

Central Questions:
What are the key elements of a VA website?
Which platforms are best suited for building a strong VA online presence?

Materials Needed:
Laptops or tablets with internet access
Access to website-building platforms
Handouts on website design principles
and best practices

Self assessment: Focus on:
Participation: Create a simple homepage using a website builder
Application: Implement at least one optimization strategy learned
Feedback: Receive peer and trainer feedback on website design and usability

Learning Objectives:
Understand the importance of a website
for VAs
Learn how to build and manage a basic
website

WEBSITE CREATION AND
MANAGEMENT

Notes and comments:
Encourage participants to complete their website and share feedback with peers.

Resources and useful materials:
Video tutorials on website creation
Sample website templates
Best practices for website usability



Topic: Mastering Digital Marketing Strategies for Virtual Assistants

Lesson Focus and Goals:
Emphasize the significance of content marketing and social media
Highlight the impact of SEO on business visibility
Provide practical tips for creating engaging online content

Structure of the activity: In groups (2 - 10 people):
Define SEO and its importance for small businesses
Discuss the challenges of creating engaging social media content
Small group discussion on keyword research and content planning
Based on a Case Study: present a scenario of developing a content strategy for a local mom-
owned business
Share practical tips for balancing content creation with family responsibilities
Case Study: Sonia, a VA specializing in content writing, has a website but struggles to get
traffic. She learns about SEO and SMM and decides to optimize her website for better visibility.
Key Challenges:

Understanding how search engines rank websites
Identifying relevant keywords for his niche
Implementing SEO and SMM best practices effectively

Central Questions:
How can Sonia improve her website’s visibility using SEO and SMM?
What are some common SEO and SMM mistakes to avoid?

Materials Needed:
Keyword research tools (free versions)
Social media analytics guides
Content calendar templates
Laptops/smartphones
Sample social media profiles

Self assessment: Focus on:

Participation: In the daily job, engage more actively in creating targeted content 
Application: Reflect on and apply SEO and social media strategies learned 
Feedback: Share your learning experience and content creation challenges

Learning Objectives:
Understand SEO content marketing principles
Learn practical tips for social media
management
Develop skills in creating engaging, search-
friendly content
Create a basic content and social media
strategy

SEO CONTENT AND 
SOCIAL MEDIA MARKETING

Notes and comments:
Encourage participants to apply SEO and SMM strategies to their own websites.

Resources and useful materials:
Beginner’s guide to SEO
Keyword research tools
SEO checklist for website optimization



Topic: Leveraging Social Media for VA Business Growth

Lesson Focus and Goals:
Explain the importance of using social media to grow a Virtual Assistant business
Introduce popular platforms and their different uses (Instagram, LinkedIn, Facebook, etc.)
Provide hands-on guidance for planning, creating, and scheduling content

Structure of the Activity (in groups of 2 – 10 participants):
Define how social media supports visibility and trust-building for VAs
Discuss the main challenges VAs face when managing multiple platforms
Small group work: develop a weekly content calendar
Case Study: a VA uses Instagram and LinkedIn to attract clients in the coaching industry
Share practical tips on engagement, branding, and consistency

Case Study:
Laura is a new Virtual Assistant focusing on supporting wellness coaches. She creates a LinkedIn profile and an
Instagram business page, but struggles with consistent posting and professional branding. 
Through a structured content plan and regular scheduling tools, she begins to build a clear and engaging online
presence.
Key Challenges:

Choosing the right platforms for the target audience
Creating consistent and relevant content
Maintaining a professional and authentic online image

Central Questions:
Which social platforms best suit your VA niche?
How can you maintain consistency and engagement?

Materials Needed:
Laptops or mobile phones
Examples of effective social media posts
Content planning templates
Free scheduling tools (e.g., Buffer, Later,
Meta Business Suite)

Self Assessment (focus on):
Participation: Create and schedule at least 3 posts
Application: Apply at least one branding or scheduling strategy
Feedback: Reflect on how social media helped improve visibility and client trust

Learning Objectives:
Understand how social media supports
business growth
Learn to choose the right platforms and tools
Develop a weekly content and engagement
plan

SOCIAL MEDIA STRATEGIES 
FOR VIRTUAL ASSISTANTS

Notes and Comments:
Encourage experimentation with tone, visuals, and platforms
Social media success takes time and consistency
Leverage your strengths—writing, visuals, or storytelling

Resources and Useful Materials:
MAV Training Module: Social Media Essentials
Social Media Content Calendar (template)
Visual Branding Checklist



Topic: Creating a Business Plan for Your Virtual Assistant Business

Lesson Focus and Goals:
Teach the significance of a business plan for entrepreneurial success.
Guide participants through the process of creating a basic business plan for a virtual assistant
business.
Provide practical tips on setting realistic business goals and strategies for achieving them.

Structure of the activity: example

In group (2 - 10 people):
Define the components of a business plan: Discuss the key elements of a business plan,
including mission and vision statements, target market, services, pricing strategy, and marketing
plan.
Small group exercise: Divide participants into groups and have them brainstorm a basic
business plan for a virtual assistant business, using a provided template.
Goal-setting session: Have each participant outline 3 short-term and 3 long-term goals for their
business. Discuss how these goals can be achieved through specific actions and planning.
Presentation: Each group presents their business plan to the rest of the group, focusing on their
target market, service offerings, and marketing strategy.

Materials Needed:
Business plan templates.
Example business plan for a virtual
assistant.
Whiteboard or flipchart for group
brainstorming.

Self assessment: 
Participation: Actively engage in the group discussion and contribute to the business plan
brainstorming.
Application: Create a personal action plan based on the goals outlined in the group session.
Feedback: Reflect on how having a business plan can help clarify your goals and improve
business decisions.

Learning Objectives:
Learn how to create a structured business
plan.
Understand the importance of goal setting for
entrepreneurial success.
Gain practical knowledge of marketing,
service offerings, and pricing strategies.

BUILDING A BUSINESS PLAN 

Notes and comments:
Encourage participants to focus on realistic and actionable goals. Business plans should be
adaptable and revisited regularly.

Resources and useful materials:
LEAVE BLANK UNTIL AVAILABLE IN PEM 
Link to business plan 

https://www.canva.com/design/DAGjY34WCWE/cSI7DfSk2V582kt-K8GWOg/edit?utm_content=DAGjY34WCWE&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton
https://www.canva.com/design/DAGjY34WCWE/cSI7DfSk2V582kt-K8GWOg/edit?utm_content=DAGjY34WCWE&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton


Topic: Leveraging Design and AI Tools for Efficient Virtual Assistance

Lesson Focus and Goals:
Emphasize the significance of visual content in digital marketing
Highlight the impact of AI tools in enhancing productivity
Provide practical tips for using Canva and AI assistants

Structure of the activity: In group (2 - 10 people): Define the role of visual content in marketing
Discuss the challenges and ethical considerations of AI tools
Small group discussion on balancing AI assistance with human creativity
Based on a Case Study: present a scenario of using Canva and AI to create marketing materials for
a small business
Share practical tips for integrating AI tools while maintaining personal touch
Case Study: Emma, a virtual assistant specializing in digital marketing, has been assigned to
create a social media campaign for a small online boutique. The boutique owner wants visually
appealing promotional materials, but Emma has limited experience with graphic design. To meet
the deadline, she decides to use Canva for design and AI-powered tools for content generation
and scheduling.
Key Challenges:

Designing visually engaging marketing materials with limited design experience
Balancing AI-generated content with human creativity and personal branding
Ensuring ethical and responsible use of AI tools
Managing time effectively to meet deadlines

Central Questions:
How can Emma create high-quality visuals using Canva without prior design skills?
What AI tools can assist with content creation while maintaining a personal touch?
How can she ensure ethical AI use while producing marketing materials?

Materials Needed:
Computers with internet access
Canva tutorial resources
AI tool demonstration guides
Sample design templates
Ethical AI use guidelines

Self assessment: 

Participation: In the daily job, engage more actively in using design and AI tools 
Application: Reflect on and apply Canva and AI tool skills 
Feedback: Share your learning experience and tool integration challenges

Learning Objectives:
Understand the basics of visual content
creation
Learn practical tips for using Canva
effectively
Develop skills in responsible AI tool usage
Create sample marketing materials using
Canva

CANVA AND AI TOOLS FOR
VIRTUAL ASSISTANTS

Notes and comments:
Emphasize flexibility and adaptability
Provide resources for continued learning
Create a supportive, non-judgmental learning environment

Resources and useful materials:
MAV Training Module 2
Recommended online courses and tutorials in the “additional resources” section



Topic: Cultivating an Entrepreneurial Mindset

Lesson Focus and Goals:
Emphasize the importance of mindset in entrepreneurship.
Highlight how a positive and growth-oriented mindset helps entrepreneurs overcome
challenges.
Provide practical tips for staying motivated and focused on long-term goals.

Structure of the activity: 
In group (2 - 10 people):

Define an entrepreneurial mindset: Discuss what constitutes an entrepreneurial mindset (e.g.,
risk-taking, resilience, creativity).
Discuss challenges faced by entrepreneurs: Small group discussion on challenges faced by
virtual assistants, such as time management, client acquisition, and balancing business with
personal life.
Mindset shift exercise: Each participant reflects on a recent challenge they faced in their
business and how they can reframe it using a growth mindset (e.g., viewing challenges as
learning opportunities).
Brainstorming session: Share strategies that can help overcome mental barriers such as fear of
failure, procrastination, and self-doubt.

Materials Needed:
Whiteboard or flipchart for brainstorming.
Worksheets on mindset exercises.
List of entrepreneurial qualities (resilience,
adaptability, creativity).

Self assessment: 
Participation: Engage in the mindset shift exercise and reflect on how mindset affects your approach to
business.
Application: Identify one mental barrier you want to overcome and implement a strategy for reframing it.
Feedback: Share insights on how mindset influences your business decisions and share any strategies that
have helped you remain focused.

Learning Objectives:
Understand the role of mindset in
entrepreneurial success.
Learn techniques for developing a growth-
oriented mindset.
Develop strategies to overcome mental
barriers in entrepreneurship.

DEVELOPING AN
ENTREPRENEURIAL MINDSET

Notes and comments:
Encourage participants to be open about personal challenges they’ve faced, as this will help
others in the group identify with common issues and solutions.

Resources and useful materials:
LEAVE BLANK UNTIL AVAILABLE IN PEM 



Topic: Effective Time Management for Virtual Assistants

Lesson Focus and Goals:
Emphasize the significance of time management for virtual assistants.
Discuss techniques for staying productive and focused while managing multiple clients.
Provide practical strategies for optimizing work time and maintaining a work-life balance.

Structure of the activity: example

In group (2 - 10 people):
Define time management for entrepreneurs: Discuss why effective time management is
essential, particularly for freelancers managing multiple clients and projects.
Time-blocking exercise: Have participants create a weekly schedule, allocating specific times
for work tasks (client work, marketing, admin tasks, etc.). Encourage them to allocate buffer
times between tasks to avoid burnout.
Discuss productivity techniques: Introduce techniques like the Pomodoro Technique or
Eisenhower Matrix. Have participants choose one technique they would like to try and share
how they could implement it in their business.
Work-life balance discussion: Discuss strategies for maintaining a balance between work and
personal life, especially when working from home.

Materials Needed:
Time management templates or planners.
Examples of time management techniques
(Pomodoro, Eisenhower Matrix).
Whiteboard or flipchart for group discussion.

Self assessment: example
Participation: Engage in the time-blocking exercise and reflect on your current time management practices.
Application: Apply at least one time management technique to your daily routine and track its effectiveness.
Feedback: Share how your approach to time management has changed and whether it has improved your
productivity.

Learning Objectives:
Understand the importance of time
management for freelancers.
Learn and apply time management techniques.
Explore strategies for achieving work-life
balance.

PRODUCTIVITY FOR
ENTREPRENEURS

Notes and comments:
Encourage participants to adapt the time management strategies to fit their personal work
styles. Emphasize flexibility, as unexpected events can alter schedules.

Resources and useful materials:
MAV Training Module on time management and productivity.
Links to online time management tools (e.g., Trello, Asana, or Google Calendar).
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