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75+ Tasks you can hand to
a Virtual Assistant.

Free up 20+ hours a week in your building business.

You didn’t start a building company to sit behind a desk.

But for many builders, that's exactly what starts happening.

Running a building business comes with a lot of admin. And as the business
grows, the admin grows with it. At some point you realise you need a
different way of handling it.

This checklist will help you see which jobs you're still doing yourself — and
which ones could be handed off.

For more info please visit thedoing.co or email hello@thedoing.co
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Start here

8 tasks builders usually hand over first

If you're unsure where to begin, start with jobs that are quick to explain and easy to
train. They still require your input at the start, but handing these over often provides
fast relief from the day-to-day admin load.

I Common tasks builders delegate first:

O Sorting and responding to emails

Chasing supplier quotes

Booking meetings and site visits

Updating job cost data in your software

Tracking outstanding invoices

Bank reconciliation

Maintaining subcontractor licences and insurances

Preparing meeting notes from voice messages

O o O o O O O O

Creating or updating SOPs

Even delegating these alone can significantly reduce your weekly load.

For more info please visit thedoing.co or email hello@thedoing.co
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The Builders'

Delegation Checklist

Quick Exercise
Grab a pen and tick the jobs you're still doing yourself.

If you want, jot down roughly how long each one takes every week or month.
You might be surprised how quickly the hours add up.

1. Email & Communication

Sorting and categorising daily emails
Flagging urgent vs non-urgent emails
Drafting routine replies for approval
Managing shared inboxes

Following up unanswered emails

Logging new enquiries into CRM or spreadsheet
Responding to general enquiries

Booking and confirming meetings
Coordinating site visit schedules

Preparing and distributing meeting minutes
Organising email folders and archives

O
O
O
O
O
O
O
O
O
O
O
O

Managing contact databases

For more info please visit thedoing.co or email hello@thedoing.co
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2. Quotes & Variations

O O O O O O O

Formatting quotes using your templates
Pulling together information needed for quotes
Sending quotes to clients

Tracking quotes and following them up
Preparing variation documents

Sending variations for approval

Updating variation registers

3. Job Cost & Project Admin
(Buildxact, Buildertrend, or Wunderbuild)

O o o o0 o o o o o O O O

Entering supplier invoices into your software
Updating job cost tracking

Reconciling purchase orders against invoices (administrative review)
Generating job cost summary reports
Tracking budget versus actual spend
Flagging discrepancies for your review
Uploading cost documentation to job folders
Maintaining materials tracking spreadsheets
Updating project schedules in software
Uploading site photos to job files

Maintaining digital project folders

Logging site notes from supervisors

For more info please visit thedoing.co or email hello@thedoing.co
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O

Assisting with migrating data from Buildxact or Buildertrend to WunderBuild

4. Bookkeeping & Financial Administration Support

O
O
O
O
O
O
O
O
O
O

Entering supplier bills and expenses

Tracking outstanding client invoices

Sending payment reminders

Preparing bank reconciliation information
Organising receipts and expense records
Getting information ready for your bookkeeper
Updating cashflow tracking spreadsheets
Preparing payroll information

Tracking supplier payments

Preparing job cost summaries

5. Client Communication

O O O O O O O

Drafting weekly progress updates for clients
Sending progress photo updates

Booking client meetings and walkthroughs
Sending appointment confirmations
Managing client document folders

Tracking selections and approvals

Preparing project handover documentation

For more info please visit thedoing.co or email hello@thedoing.co
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6. Supplier & Subcontractor

Keeping subcontractor contact lists up to date
Tracking licences and insurance documents
Organising compliance paperwork

Sending work orders to trades

Confirming trade attendance

Tracking supplier pricing updates

O O O O O O O

Maintaining preferred supplier lists

7. Systems & Process Support

Creating or updating SOPs

Documenting current processes

Organising digital filing structures

Cleaning up outdated files

Supporting implementation of new software
Maintaining templates for quotes and variations

Creating internal checklists

O O O O O O O O

Updating workflow trackers

8. Marketing

O Designing social media posts in Canva

For more info please visit thedoing.co or email hello@thedoing.co
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O o O O O O O O O

Scheduling social media posts

Posting completed project photos
Writing captions for project updates
Responding to social media enquiries
Organising project photos for marketing
Updating website project galleries
Writing blog posts about projects
Drafting email newsletters

Scheduling email campaigns

9. Software

O O O O O O O

Supporting migration from Buildxact or Buildertrend to WunderBuild
Assisting with transferring project data and documents into new software
Setting up projects and templates in WunderBuild

Keeping project information up to date in your software

Implementing compliance tools such as HazardCo

Organising documents inside software platforms

Helping the team learn new tools e.g. Subbies using time tracker

For more info please visit thedoing.co or email hello@thedoing.co
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How many boxes

did you tick?

You're probably still on top
of things.

The admin tasks are starting
to stack up.

You're spending most nights
and weekends catching up.

You're drowning in admin.

This might be a good time to start
building some simple systems so when
the workload grows, you're ready to bring
someone in.

Handing off a few of these jobs would
likely give you some breathing room
each week.

That's usually a sign it's time to get some
support behind the scenes.

At this stage, getting proper support in
place becomes essential.

BONUS: If you wrote down the time beside each job, add up the hours. The

total may be pretty eye-opening!

For more info please visit thedoing.co or email hello@thedoing.co
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The Next Question Most Builders
Ask....

"How do I actually delegate all this?”

Most building businesses run on processes that live in the owner's head. You
know how things are done, but no one else can see that yet.

Without a simple structure for capturing the work and organising it, delegation can
feel messy and time-consuming — which is why many builders try it once and give

up.

That's exactly why we created
the VA Success System™.

For more info please visit thedoing.co or email hello@thedoing.co
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The VA Success System™

Capture the Work

We guide you through identifying the jobs you want to hand over and
show you how to record simple videos or screen recordings so your VA
can see exactly how the work is done.

Transfer the Work

We show you how to begin handing responsibility over to your VA so the
day-to-day admin starts coming off your plate.

Build the Operations Hub

We teach you how to build a clear Operations Hub that organises tasks,
responsibilities, and processes so the business runs more smoothly and
the team has visibility of the work.

Next Steps: (3 BOOK A CALL HERE

If you'd like clarity on how a VA could support you in your business —
and how to set things up so it runs smoothly — feel free to book a quick,
no-obligation chat.

For more info please visit thedoing.co or email hello@thedoing.co
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