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What is a Virtual Assistant (VA)? 

�  An independent contractor operating 
from own fully-equipped office  

�  Provides secretarial and administrative 
support by email, fax, phone, mail and 
courier  

�  Helps individuals, small businesses and 
larger companies  

�  Assists with one-off or ongoing projects 

 
  
 

What are the benefits of using a VA? 

�  Only pay per project - no annual/sick 
leave payments, leave loading, workers 
compensation insurance etc  

�  More economical than hiring a temp 
through an employment agency  

�  Can be available outside of normal 
office hours 7 days/wk. 

�  By delegating your routine secretarial/ 
administration tasks you will have more 
time to focus on developing your 
business 

  

 
 
 
 
 
 
 
 
 
 

PO Box 1255 
CANNING VALE    WA    6970 

Phone 0409 688 152 
Fax (08) 9525 1401 

www.thetypedpage.com.au 
email:  cheryl@thetypedpage.com.au 
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INTRODUCTION 

The Typed Page Secretarial Service provides 
offsite virtual assistance to support you with all 
of your office requirements. 
 
Having had over 25 years experience working 
as a PA/Secretary and Office Manager in the 
corporate offices of several large resource 
companies and as a Consultant in both the 
travel and recruitment industries I have a wide 
variety of skills that I can offer your organisation.  
 
The Typed Page Secretarial Service prides itself 
on its professionalism and ability to complete 
work on time every time. 
 
The benefits to you of having a Virtual Assistant 
are: 
 
�  No wasted hours in the day.  You only pay 

for the hours it takes to complete the job. 
�  Faster turnaround due to fewer 

interruptions. 
�  No need to pay a full-time secretary and the 

associated on-costs such as workers 
compensation, taxation and insurance. 

�  No need to worry about additional office 
space and computers. 

�  No need to pay a minimum of 4 hours for a 
temp as we only charge for the hours 
worked i.e. 1 hr worked 1 hr charged. 

����
� ������� �	
� � 
 �
�

Cheryl Cockman - Owner/Operator 

SERVICES PROVIDED 

�  Word Processing 

�  PowerPoint Presentations 

�  Database 

�  Excel Spreadsheets 

�  Digital Transcriptions 

�  Mail Merges/Labels 

�  Resumes 

�  Meetings 

�  Legal Terminology 

�  Manuals, Procedures  

�  Tender/Contract typing 

�  Desktop Publishing 

�  Windows XP 

�  Microsoft Office 2003 

�  Microsoft Software Tuition 

�  Administration (all office support) 

�  Event/Conference Organisation 

�  Travel/Accommodation Arrangements 

�  Diary Management 

�  Email/Fax/Internet (Broadband) 

�  Filing 

�  CD/DVD Burning 

 

RATES* 
 
Virtual Assistance 
 
�  Typing Word Processing $35.00/hr 

�  PowerPoint Presentations $40.00/hr 

�  Transcriptions $35.00/hr 

�  Excel Spreadsheets $35.00/hr 

�  Database Management $35.00/hr 

�  Desk Top Publishing $40.00/hr 

�  Event/Conference Organisation By neg. 

�  Travel/Accommodation  $35.00/hr 

Arrangements 

�  Telephone/Email messages By neg. 

�  Faxing $1.00/page 

�  Scanning $3.00/page colour/$1.00/page b&w 

 
Onsite PA/Secretarial Support (by neg.) 

�  Onsite full PA/Secretarial Support $40.00/hr 
includes: 

�  Word processing letters, minutes, 
reports, tenders etc. 

�  Diary Management 

�  Email, faxes, filing, mail, photocopying 

�  Telephone 
 

The Typed Page Secretarial Service is not required 
to be registered for GST 


