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http://RhondasVirtualOffice.com
R.Holscher@RhondasVirtualOffice.com
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Rhonda’s Virtual Office
Ph (513) 327-8682
Fax (513) 843-4881 ~ Mobile (513)
 
309-8335
) (
Rhonda’s Virtual Office
 is
 locally owned and operated in C
incinnati, OH. We work with
 a variety of
 other businesses both locally and from across the United States.
We offer a variety of administrative assistant services listed in this brochure. 
To get the answers to your questions CALL US TODAY!
513.32RVOVA / 513.327.8682
) (
A 
VA
 simplifies your life whether in personal or business affairs and a VA save
s
 you money!
) (
Rhonda Holscher
Owner, CVP
) (
Your Personal Administrative Assistant
) (
Rhonda’s Virtual Office
 
R
O
V 
) (
A Virtual Assistant (VA) is an Administrative Assistant who works from a remote location (virtual office) to support other businesses in some or all administrative functions. They are the business owner/CEO of their own company, and works as an independent contractor and not as an employee.
) (
Meet Rhonda Holscher, Owner and Certified Virtual Professional of Rhonda’s Virtual Office. Rhonda got her start as an Administrative Assistant while working for a local trucking company. When she started there she knew nothing about the business at hand, knew nothing about computer
s
, and very little about office work. 
Rhonda started as the ‘Penske Girl’, and within six months of hire she was running the entire office and earned the promotion and title of Office Manager. During her time there Rhonda learned many skills that she is now able to apply to being a VA. 
Rhonda loves being 
a 
VA, and truly enjoys owning and operating her own business. Rhonda says, “I am very excited about the possibilities this opportunity will bring me, and I am looking forward to meeting or speaking with potential new clients in the hopes of forging new partnerships and long lasting relationships with my clients.”
If you need a VA then contact Rhonda’s Virtual Office today and see what they can do for you.
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OUR HISTORY
) (
Rhonda’s Virtual Office is owned and operated by Rhonda Holscher
 in Cincinnati, OH
, and was founded February 4, 2010. Rhonda runs her virtual office with the utmost integrity and highest level of business ethics. She has 4 plus years of administrative assistance experience working with CEO’s, Vice Presidents,
 Non-profit Organizations, The Construction Industry, The Trucking Industry, other VA’s, and other business owners.
Rhonda’s Virtual Office 
is a small business that believes in supporting other small and locally operated businesses. Rhonda contracts work out to other VA’s who are mom’s looking for opportunities that allows them to stay at home with their children just as she herself does. 
Her company is founded on the belief that God and family are the most important and that by keeping God at the forefront everything else will find its place.
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 (
We are committed to providing thorough and skillful administrative services with the utmost integrity, the highest ethics, and to providing quality services at affordable prices.
) (
Hourly:
$
3
0.00
Bookkeeping:
$
40
.00
Transcription:
$85.00
PAH
Project Rates:
To be discussed on a per project basis
Retainer:
$
285
.00
10 hr block (5% disc)
$
540
.00
20 hr block (10% disc)
$
720
.00
30 hr block (15% disc)
*
Rates are subject to change.
*Please
 view website rates page for more detailed info & terms & conditions.
)[image: C:\Users\Rhonda R. Holscher\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\Q2R37UBR\MP900438650[1].jpg] (
Rates
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Advertising Posts
-
Posting
 adds to Craigslist
 or other like    
    
sites
Writing Proposals/Bids
-
We will write you a winning proposal and submit it to your bidding forums
Data Entry
-
Creation of spreadsheet, enter data into Excel or other web form
Desktop Publishing
-
Creation/design your documents via MS Word
 *Design Newsletters
 *Power Point Presentations
 *Design Brochure/Flyers
 *Design Letterhead
Email Management
-
Clean out your inbox, organize your folders, create rules, read & respo
nd to messages.
Project Management
-Oversee projects to assure that the project is completed in a timely and professional manner
Transcription
-Proof or transcribe your audio files via Express Scribe software only
Web Services
*Article Submission(s)
*Blog
*URL Submissions
*Web Research
*Website Analytics
Word Processing
*Editing
*Proofreading
*Resume
*Cover Letter
*Typing
) (
CONTACT US TODAY!
) (
THE PERFECT SOLU
 
TION
 FOR ALL BUSINESSES!
)
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