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About RME Virtual Assistant Services 
 

RME Virtual Assistant Services  is a 100% black, female owned business 

that provides virtual business services to entrepreneurs, coaches and 

small to medium businesses situated anywhere in the world. 

 

It was established in 2015 and is directed by Rukeya Mall, who has over 

a decade of experience and expertise and has used her skills and 

experience to provide a unique solution to businesses. 

 

The focus at RME Virtual Assistant Services is saving clients’ as much time 

as possible by handling various aspects of their daily business operations 

in a seamless and professional manner. We can manage all aspects of 

your business administration and website development. 

 

RME Virtual Assistant Services is ready to be dropped into action to assist 

in growing your business. If you are great at seeing the big picture but 

realise that you need a partner to ensure that nothing falls through the 

cracks, let's chat!  
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6 Reasons to Work with RME Virtual Assistant Services  
 

  We Work Together 

When you partner with 

me, you will be getting a 

collaborative virtual 

partner who will ensure 

that nothing falls through 

the cracks.  

 

I am experienced 

With over 17 years of 

experience in the 

corporate world, I pride 

myself on having a wide 

variety of experience in 

many different areas.  

 

I love what I do. 

One of my greatest joys is 

when I get to play a role 

in the success of my 

clients. I become 

INVESTED in my clients 

and want them to 

succeed.  

I am available. 

I take pride in being 

available and responsive 

to all of my clients. All 

inquiries are guaranteed 

to be returned within 24 

hours. In reality, I usually 

respond immediately.  

I respect deadlines. 

Time is valuable because 

time is money. Timelines 

are of critical 

importance, which 

means you can expect 

regular communication 

from me.  

 

I get it done right. 

I take the time to really 

get to know you and 

your business. High-

quality attention to detail 

is what you should 

always expect when 

partnering with me. 

Mr. Hasan Evans: Chairman of The Eldorado Park Muslim Council 
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What exactly is a virtual assistant?  
 

Everything you need to know about 

a virtual assistant is right in the name. 

They are your personal assistant who 

can handle everything that you 

throw at them… but they aren’t 

physically in your office.  

 

They work remotely on their 

computer, maybe even states away 

from you. In today’s digital world, 

that distance between you doesn’t 

matter. A virtual assistant is a 

relatively new concept in the world 

of business.  

 

Digital communication methods have finally become advanced 

enough that there is actually little difference between an in-person and 

a virtual assistant. A virtual assistant is just as available as someone in-

office, as you can contact them through any number of digital 

communication methods.  

 

Partnering with a virtual assistant has so many advantages over hiring an 

in-office employee. For example, versatility! When you hire a virtual 

assistant, you do not need to pay them a salary, or give them vacation 

days, or even train them. You hire them for the tasks that you need to be 

done, whether it be a one-off or an ongoing project. This can result in a 

huge cost-savings, especially for small business with limited income.  

 

Sonia Keats: Mindset and Mental Health Coach 
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The Struggles of a Small Business Owner Are Real! 
 

Small business owners and entrepreneurs are some of the most 

passionate, strong, engaging people that I’ve ever met. They have a 

vision and dreams, unafraid to go after them with everything they have.  

 

They will attack every obstacle, 

tackle every problem, and do 

whatever they need to in order to 

make their business a success…  

 

And yet, so many small businesses 

fail in their first year of operation. 

More still fail after a few years.  

 

Why? 

 

One of the main reasons is 

because small business owners 

can only really do so much. There is only one of you! Trying to balance 

every single aspect of your business, not only handling the long-term 

planning but also the daily grind, can lead to burnout in record time.  

 

In an ideal world, every small business owner would have staff helping 

them, but between salary, training, vacation, and health care costs, that 

is often way, way too expensive. But you still need help.  

 

So, what can you do? That’s easy. You just need to hire a versatile and 

experienced virtual assistant. 
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Why Your Small Business Needs a Virtual Assistant 
 

This is a big one. Just because you are a small business owner does not 

mean that the demands on your time aren’t as intense as that of a big-

time CEO. Once your business reaches a certain point, the demands on 

your time might be too great to manage. This can require a large 

number of employees however, instead of hiring a massive team, just 

hire a virtual assistant like me to take care of your administrative needs.  

 

Although there are a lot of techie entrepreneurs out there, many of them 

don’t have the technical skills to maintain a website, integrate third-

party tools or create an online course. And as a small business owner, 

you probably don’t have the time you would need to learn. Believe me, 

your time is better served elsewhere. So, hire a virtual assistant 

experienced in technical matters to do all of this for you. You don’t need 

to break the bank to get the technical know-how you need. A skilled 

virtual assistant can handle everything technical, from updating your 

website to building an online course, so things just work without you 

having to worry about it. 

 

There is an epidemic among small business owners: we are pretty terrible 

at taking care of ourselves. Exercise and socialising take a backseat to 

work, especially when your business is on the brink of reaching the next 

level of success. Maintaining this kind of a schedule can quickly lead to 

burnout and ill-health. A virtual assistant can free up enough time in your 

day to get a workout in, or even just go for a walk. You will again have 

time to spend dinner with your family instead of at your desk. And we 

can ensure that you will be able to get to bed at a reasonable hour, so 

you are operating at full capacity every morning, ready to give your 

business your all! 
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How to Get Started Working with RME Virtual Assistant Services  
 

Getting started with a virtual assistant is easier than you can imagine! 

When you are looking to hire a virtual assistant for the first time, you might 

not know exactly what to expect. You could have dozens of questions, 

like how do you get in contact with them, or what are their hours, or what 

will the pricing be like?  

But don’t worry, because I am here to tell you exactly how you can get 

started working with RME Virtual Assistant Services to free up time and 

energy in your life and business!  

 

 

Before you decide to hire RME Virtual Assistant Services, it can pay to do 

a quick audit of what your average day looks like.  

• Are there any tasks that you do on a daily basis that you don’t 

have to do personally?  

• Are there items on your to-do that NEVER get done?  

• Are there tasks that you honestly have no idea how to tackle?  

• If you can find places where you could delegate, then you will 

have a better idea of what you could use a virtual assistant for at 

your business.  
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At RME Virtual Assistant Services, we pride ourselves on offering far more 

than simply basic virtual assistant services.  

Go through my website and take a look at all of the services that we 

offer. If any of them catch your eye, make a note. You might discover 

some new ways that we can save you both time and money! 
 

 

Websites & Technical Support   Business Support 

 Landing Pages      Project Management  

 Website Design, Redesign    Business Analysis 

 Website Integrations     Administrative Services 

 eCommerce      Online Course Creation 

    

 

Notes: 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………….………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………….………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………….………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………….………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………………………………………………………… 
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Now that you’ve done your homework, let’s set up a chat! I offer free 

consultations to all prospective clients. This gives me the opportunity to 

answer all of your questions in-person and give you more details about 

the services I provide. All you have to do is fill out this consultation form 

below with details about the challenges that you are experiencing and 

the services that you may be interested in. Then, visit my site and 

schedule a call time that is most convenient for you!  

 

1. What projects do I need help with that never get off my to-do list?  
i.e. business administration, website revamp/update, weekly blog, admin, etc. 

 

………………………………………………

………………………………………………

………………………………………………

………………………………………………

………………………………………………

………………………………………….……

………………………………………………

………………………………………………

………………………………………………

………………………………………………

………………………………………………

………………………………………………

………………………………………………

………………………………………………

 

2. What projects should I delegate because I don’t know how to do 

them but need to do them to grow my business?  
i.e. landing page (funnel), Facebook ads, set up a scheduling system, update my 

website, create a course, create a membership. 
 

………………………………………………

………………………………………………

………………………………………………

………………………………………………

………………………………………………

………………………………………….……

………………………………………………

………………………………………………

………………………………………………

……………………………………………… 

 

3. What projects should I delegate because they aren’t my specialty? 
 

………………………………………………

………………………………………………

………………………………………………

………………………………………………

………………………………………………

………………………………………….……

………………………………………………

………………………………………………

………………………………………………

……………………………………………… 
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4. What projects should I delegate because I don’t want to do them? 
Follow up emails, follow up calls, the nuts and bolts. 

 

………………………………………………

………………………………………………

………………………………………………

………………………………………………

………………………………………………

………………………………………….……

………………………………………………

………………………………………………

………………………………………………

……………………………………………… 

 

5. How much time each week could I use a virtual assistant?  
Am I spending 5 hours a day in my inbox? Am I chasing down leads? Am I falling 

down the rabbit hole trying to figure out how to build a funnel or Facebook ads? 

 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………….…………………………………………………… 

 

6. What is the big picture goal? How will I ever get there if I am spending my 

day in the details. Focus on making money but offloading all of these projects 

 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………….……………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………….…………………………………………………… 
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1. What does working with a virtual assistant look like? What should I 

expect?  

Notes: 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………….………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………………………………………………………… 

 

2. How will I know how much time projects are taking to complete? 

Notes: 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………….………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………………………………………………………… 

 

3. How will we work together? How will I let you know what I need done?  

Notes: 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………….………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………………………………………………………… 

 

4. Can we meet on a regular basis to ensure my projects are moving 

forward?  

Notes: 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………….………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………………………………………………………… 
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One of my favourite things to do is have a conversation with new small 

business owners. Their passion and excitement always inspire me, and I 

want to do whatever we can to help them achieve their dreams. In our 

consultation, you can ask me whatever you wish about the virtual 

assistants business and how I can help you. I would also love to hear 

more about your small business!  

 

If you decide to work with RME Virtual Assistant Services, I will send you 

all of the paperwork that you need to get started. This will include your 

work agreement, welcome kit, client intake form, and invoice. After you 

fill out everything, we will schedule your kick-off call.  

 

Now that all of the paperwork is filled out, we can really get down to 

brass tacks! In our first kick-off call, we will go through your entire business 

and figure out how to prioritize your needs. This will allow you to get back 

to focusing on the big picture, knowing that I have everything else well 

in hand!  

 

Although a few entrepreneurs only hire me for individual projects, most 

of my clients partner with me for ongoing projects throughout the year. 

This is why it’s so important that we have a check-in every week to make 

sure that we are both still on the same page and you are satisfied with 

the services that you’ve been receiving. Mind you, if you have any issues 

or questions, you don’t have to wait until our scheduled check-in call. 

Contact me whenever you wish, and I would be happy to help you! 

  

Mike Gray:  Founder & CEO of The CFO Mentor 
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Hiring a Virtual Assistant: The Best Business Decision You’ve Ever Made!  
 

If you’re feeling overwhelmed, stressed, 

panicked, or want to have some more time to 

yourself, a virtual assistant is the perfect 

solution. I’ve spent almost 20 years perfecting 

my craft, delivering the absolute best in virtual 

assistant services. I’ve learned from every 

single client that I’ve ever had and know how 

to provide an incredible customer service 

experience. With my experience in marketing,  

 

I can deliver services that no other virtual assistant can, building 

comprehensive digital marketing campaigns from the ground up. I 

believe in communication and collaboration with my clients, developing 

our relationship to create the best possible results for your business. If 

you’d like to get started building a virtual assistant relationship that could 

change your life and business for the better, please book a free 

consultation today!  

 

 

 

 

Zakkariyah Matiyane: Founder & CEO, Manahil Ul Ma’rifah Institute 
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