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People In Your Neighbourhood

(Your) Little Office Helper

Administering the office . . . from home

Bonita Baumbach is the secretary that isn't.
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i{four) Lircle Office Helper, and s a virual office
assrstant.

After over four decades in the workforce,
Baumbach was tired of working for ather people. She
prepared income taxes for three years after leaving che
uuﬁtlbnte bt wanted o ucilize the walents she honed
while working,

Her resumé includes 18 years employment with a
provineial povernment. She knew na “ﬁjw: come
puters when she started bur she her W‘?'
through the ranks, teaching hersell’ the skills she need-
cod to undertake her _gm'ﬁ:l.g rt'sE-trmiihl'uﬁrs.

Baumbach is now a professional graphic designer
and is able to do a m 'ag of office relared tasks:

The concept of heing a vircual office assistant was
bormowed from her hrer. who runs a similar basi-
ness in Alberta, Baumbach got lots of information
fromn CVA Success, which supports and assists
Canadian virtual assistants, and started marketing her
services this year,

Batimbach likes the idea of being able to offer pro-
fessional help to busy entreprencurs that may not be
able ar are mwi]_]ing to deal wich che admunstratve
tasks of running therr businesses.

Virtual office assistants work from their owm
offices and rarely meet their clients face-to-face. This
serup allows the entrepreneur o get the h:[*p he/she
and concentrate on generating revenue, Hining a
virtual office assistanc
saves 2 business money
because 1t does nuar have a

or payroll taxes, it
S e
it does not have to pay for
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administrative tasks are
handled by fax, phone o
e-mail.
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él. Baurnbach offers
6 different services to
E1Ws businesses 4 a virgual
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Bonita Baumbach is (Your) Little Office Helper.

dﬁu and creates brochures, newslerrers, greeting
carcls, stationary, invoices and more, She is also able to
answer correspondence, do mail-ours and accounting,
develop business and shects and write
out manuscripts and technical manuals,

Baumbach'’s services are offered by contract or an
hotrly wage. She prides herself on doing meticulous
work and getting it done in the time frame needed by
the dient. .

In-office secretaries can spend portions of their
day with nothing @ do bur must sull get pad.
Baumbach charges her clients DIIJ.}-' for the ome she
spends doing the specific rasks agreed upon. A

WK,

“If it takes me D-l'd.}’ 15 minutes to do
thats what me for” she explains, ;ou give it
to me, I'll do it I [ cam't do it, I'll tell you I can'e do
it

Baumi:larh 4 there ape 117 CVA Stiecess mem-
bers in B.C. and almost all of them are m the Lower
Mainland.

n-m;) Litele & Heloer can be contacted ot 838-T672,
e-mmail at ross | 09 Esunwavenet or online at www little-
gﬂ?ﬂhﬂrﬂ.:m



