VIRTUAL ASS STANT

What is a Virtual Assistant?

A Virtual Assistant is someone who provides
administrative duties from their own office. All
assignments are communicated by fax, emalil,
telephone, or regular mail. This service is ideal
for churches, funeral homes, small businesses,
home-based businesses, nonprofits, college
students, professors, and individuals who
occasionally need help but can't afford to hire a
staff.

What are the benefits of a Virtual Assistant?

A client can benefit from use of a Virtual Assistant
because there is no extra office space required,
no equipment cost, no insurance payments, no
benefit payments, and it allows you time to focus
on important business tasks. There is no
obligation and no contracts. You only pay for the
time your Virtual Assistant spends on projects and
materials used. Simply call us when you need us.

The following Virtual Assistant services are
available:

Administrative Assistant Resumes
Calendar coordination Data entry
Correspondences Faxing
Dictation transcription Receptionist
Email administration Typing
Executive Assistant Copying
Internet research Cold calls

Mail assistance

Office Management
Personal administration
Personal assistant
Reminder service
Meeting & event planning
Travel arrangements
Word processing

Project costs quoted after consultation.

Affix stamp —
Post Office
will not deliver
without postage.

info@faithmgtservice.com

www.faithmgtservice.com




Faith Managamatt Savices(FMS)is
the company for all of your administrative

solutions.

Please contact FIM Sfor weekly or

special service church bulletins (Pastor’s
Anniversary, Resurrection Day, etc.), funeral
programs (samples available on web site), virtual
assistant for churches and small businesses that
can't afford to hire staff; temporary administrative
coverage when your assistant is out of the office
sick or vacation; term papers for college

students, or your customized projects. Pastors

are you writing a book? FMSwill type or

transcribe your book drafts, and coordinate

publication, distribution and book signings.

Judy Hollis, founder and owner of FMS has

over 30 years of administrative experience
(resume available upon request). She has a
unique background in that she has worked in
both corporate and church environments. She
worked 18 years for The Coca-Cola Company in
Atlanta, GA as a Supervisor of Legal Secretaries.
She worked for 5 years as an Administrative
Assistant at Greenforest Community Baptist
Church in Decatur, GA.

Mrs. Hollis is a Certified Ministry
Assistant.

ADMINISTRATIVE SOLUTIONS®

TEMPORARY ADMINISTRATIVE COVERAGE

Clerk $11/hour
Receptionist $13/hour
Admin Assistant $17/hour
Secretary $17/hour
Executive Assistant $20/hour

CHURCH BULLET|N3+

Design:
Free standard (see web site samples)
New $12/column

FUNERAL PROGRAMS

Design:

Standard (choice of 4; see web site)
New $12/column

OTHER PROGRAMS
Anniversary Birthday
Family Reunion Weddings
Newsletters (with email distribution)
Design: $12/column

Copying: Church Bulletins, Funeral
Programs & Other Programs:

Black & white:  $1.00 per page
Color (1 sided): $1.10 per page
Color (2 sided): $1.20 per page

DATABASE ENTRY AND MANAGEMENT
Automated Church
System (ACS): $13/hour

PAPERS
$3.25/page double-spaced
$5.25/page single-spaced:

Manuscripts Manuals
Term Papers Book drafts
Speeches Sermons

DICTATION TRANSCRIPTION
$5.00/page double-space
$7.00/page single-space

Manuscripts Sermons

Speeches Book drafts

Pricing for the following projects will be
quoted following consultation:

ADMINISTRATIVE PROJECTS

Flyers Business Cards
Brochures Letterhead
Typesetting Résumeés

BUSINESS PROJECTS

Interviewing Hiring
Meeting Planning  Office Manager
Training Virtual Assistance

* Free consultation. Deposit half of total
cost . Prices subject to change. Special
discount for large volume projects.

* Church Bulletin Special: Weekly clients
receive % off of one 5 Sunday bulletin.

[Rev. 5/21/07]



