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1.0 INTRODUCTION: 
The aim of this report is to discuss how virtual assistants or employees can help a business to be a more productive and efficient environment.  Virtual assistance plays a major role in modern day businesses as some companies prefer freelance workers rather than permanent workers.  This report gives an overview of the research into virtual workers and why it is important to have virtual assistants in business, such as, saving costs, flexibility and team management.  In addition, some form of data will be collected to produce surveys, questionnaires, observations and interviews to find out how virtual assistants are needed in the workplace.  Moreover, employers must look at the data and make changes to the workplace and make sure there is value and benefits to productivity.  Subsequently, employees who have faced bad experiences in the past can problem solve and resolve any issues faster.  This kind of research is crucial for employers to recognize and implement once starting recruitment.

2.0 LITERATURE REVIEW:
A Virtual employee is a remote worker who mainly work from their own home or office and they can be based anywhere in the planet, as long as they have a secure internet connection.  There are numerous jobs and tasks that be can be done by a virtual assistant for example, personal assistance, administration, book-keeping, telephone answering, event organising, customer service, marketing, web development, photography and many more (Hill, 2009).  By introducing Virtual employees into a business, it helps find the right candidate for a specific job role where a broader skill set is needed.  Employers are realising office space can be reduced and work life balance improved for staff, leading to a more healthier working environment.   
Businesses now have hundreds if not thousands of applicants for each job role.  Employers advertise a new post clearly explaining what kind of work that needs to be done.  Naturally, they want to get that work done with minimum costs, training and lost times.  They will want someone up to speed with the job as soon as possible in order to avoid additional work for existing staff and to reduce any delays or disruption to clients or stakeholders (Cottrell, 2015).
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2.1 Advantages of virtual employment from a worker’s perspective:
The number one reason to work as a virtual employee is that working hours can be chosen to reflect the most productive time in a day for the employee.  If the person is a parent, they can stay at home and enjoy a better work life balance, for example dropping and picking up their children from school.  Likewise, it will mean they can enjoy more time with family and take holidays at a more convenient time. 
Furthermore, a virtual employee can work from the comfort of their home or even if travelling abroad.  With the internet being easier to access day by day, laptops and mobile phones are an easier way to communicate faster.  Some software’s and apps also allow video technology to have effective communication.  In addition, costs such as commuting to work and expenses are drastically reduced as the virtual employee can work from home and eat or drink from there (Blogger, 2018).  In the US commuting to work consists of 100 hours a year averaging more than two weeks of holiday time for employees.  This time can be used to either work more hours or get trained on other skills (Longley, 2017).
2.2 Disadvantages of virtual employment from a worker’s perspective:
Although there are many advantages to being a virtual worker there are also some disadvantages.  Virtual employees depend on multiple jobs and sometimes find it difficult to gain enough hours. This can increase stress levels due to not having a fixed amount earned unlike a traditional job where you would get paid weekly or monthly.
Essentially, they are their own boss, this can mean longer working hours and even though there is flexibility it could mean working into early hours of the night trying to meet deadlines.  Irregular work means a virtual worker may need to look for work themselves.  This can cost as they have to subscribe to certain websites to showcase their skills.  Websites such as, fiverr.com, upwork.com and peopleperhour.com are some of the platforms used (Jimenez, 2018).
2.3 Advantages of virtual employment from an employee’s perspective:
There are many benefits and advantages to hiring virtual employees for businesses.  Hiring someone is a long process and can take a long time to find the right person.  Using a virtual assistant cuts out arranging interviews with group sessions and onsite training.  In addition, it reduces costs and a business can recruit a skilled person for a short period of time and eliminate the contract at any time (Sloan, 2018).
2.4 Disadvantages of virtual employment from an employee’s perspective:
Businesses tend to hire virtual employees from overseas to lower costs.  However, this can be counterproductive due to the time difference.  For example, If the company is based in Los Angeles and the employee is in London there is an eight-hour time difference.  This can lead to miscommunication, missed deadlines and urgent requests not being done.  Working in London myself, I understand the struggles of answering customer service messages from USA customers.  I also work with Chinese co-workers who are 8 hours ahead, this means having to constantly plan ahead and cannot miss deadlines without facing major problems.
3.0 AIMS AND OBJECTIVES
I will be conducting a survey asking current ecommerce business owners about the success they have had with virtual employees and what they use them for.  The main platform I will be sharing the survey is on Facebook.  As I work in Ecommerce, I have access to many Private Facebook groups who specialise in ecommerce and virtual assistance.  These groups usually range from 10-10,000 members.  As mentioned in the introduction, two main types of data being used for this report are primary and secondary data, and for the research methods I will mainly be using surveys conducted myself and data already available via other people.  Additionally, primary and secondary data sources will be used to explain which source is related to each topic.

4.0 RESEARCH METHODS:
Primary source is those which are collected first hand and documented for the first time. An original record created, and will interpreted by myself once results are complete.  Additionally, I will be creating surveys and discussing the findings, analyse the data and discuss the outcomes.  Some benefits of primary data are that specific data can be found to be tailored to the personal requirements and needs of the business. Specific information can be gathered and no need for extra information (Anastasia, 2015)
Secondary data are these which have been collated by someone and documented.  This form of data is passed down in a chain of narration process.  I will be using text books and internet sources as a form of secondary data in this report.  Some benefits of secondary is easily available information and lots of available data which is quicker to conduct (Anastasia, 2015).
Most people that take this survey will have recruited a virtual employee and had some good or bad experiences with them.  The advantage of using virtual employees and Facebook is that this survey is relevant all over the world.  As mentioned before, the virtual worker and employee can be in two different parts of the world and fill in the survey.  All they need to do is log into their Facebook private group and the survey will be there.  
One hundred people were recruited for this survey and the they are based from all over the world as they all have ecommerce businesses.  The questions asked did not actually need any personal data to be entered, rather a simple question with five options to answer.  The people are from a closed Facebook group, to have access the group one must be invited by a friend or request entry.  Additionally, they would require admin or moderator approval before being added to the group.  This is a paid group for a specific course taken. Here is the link to the specific group which was asked, https://www.facebook.com/groups/amazonabcd.





5.0 FINDINGS, ANALYSIS AND DISCUSSIONS:
Virtual Employee Recruitment Success questionnaire, I have asked 100 business owners on a scale of 1-5.  I will be asking them to specific questions to gain important data.
5.1 Is there a need for virtual assistants in your business? 

	Strongly Agree
	Agree
	Do not Know
	Disagree
	Strongly Disagree

	66
	18
	0
	3
	13
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5.1 Graph Analysis and Discussions

66% of the people asked, strongly agree that there is a need for virtual assistants in their business, additionally, another 18% agreed, 3% disagreed and 13% strongly disagreed.  None of the people asked were unsure, this means they are very clear in what they need in their businesses in terms of virtual assistance.  As a result, we can clearly see the vast majority of people would hire virtual assistants whilst a few disagreed.  The reason for disagreeing could be due to some skills already being acquired by themselves.  Furthermore, they could also prefer in house staff to create a more family like business.  Companies that only rely on virtual assistants could try arrange a yearly meetup in person so the relationships can grow and create a better morale in the workplace.
5.2 Do virtual assistants play an important role in your business?

	[bookmark: _Hlk6660317]Strongly Agree
	Agree
	Do not Know
	Disagree
	Strongly Disagree

	75
	9
	0
	0
	0
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5.2 Graph Analysis and Discussions

A Combined 84% of the people asked, strongly agree or agreed that virtual assistants play an important role in their business, the other 16% did not answer as they do not believe they needed any virtual assistance.  As a result, we can clearly see the vast majority of people that hire virtual assistants regard them as very important to help run the business.   Companies that do not use virtual assistants could benefit from hiring them by outsourcing heavy workloads.





5.3 Which position is most important for you to hire? You cannot pick more than one answer.

	Social Media
	Customer Service
	Content Writing
	Accounting
	Administration

	28
	45
	2
	4
	0
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5.3 Graph Analysis and Discussions

From the survey, we can see customer service is the number one priority for businesses with 45% of votes.  Customers online are not interacting in person, so it makes sense that this is the most popular.  Content writing was on the bottom with only 2% of votes.  The reason being, it is very hard to find someone to put a blog out without having been in the company headquarters and meeting the people.  They cannot feel, touch smell the atmosphere in a workplace with so many thigs happening at once.  Accounting only had 4%, this could be due to business wanting to keep their accounting information secure and use someone local to them.  Social media came in second place (28%) as this is usually outsourced similarly to administration (21%).  
6.0 CONCLUSION:

This survey has determined the importance of having virtual assistance within the business and how it is essential for improving productivity and minimising costs.  Recruitment of virtual employees gives employers permanent solutions rather than casual workers and short-term apprentices. Furthermore, the survey will help identify employees on which area of the business needs regular employees and other jobs can be outsourced to a virtual worker for one-time projects or larger projects that need an expert on board.
In conclusion, we can see that virtual assistant have many advantages that actually outweigh the disadvantages.  As the world is becoming a smaller place, businesses can now recruit virtual assistance from anywhere from the world and find the best candidates.  This has made it tougher to apply for roles but at the same time given more opportunities for people from less privileged backgrounds.  

Personally, I work with virtual employees with a high skillset and they are a fraction of the cost of recruiting here in the UK.  From the research gathered we can see the need of virtual workers, the importance of them and which roles are mostly hired.  The aim of businesses is to get maximum effort out of employees and to minimise costs in training and development but at the same time produce a highly effective working environment.
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