How to Successfully Juggle Full-Time and Virtual Assistant Work

Jess Tyson: Welcome to Panic-Proof Radio. I'm your host, Jess Tyson, and I'm here to help
you get out of your own way, stop panicking, and start living a life you love. | am honored to
welcome Emilee Joseph to the podcast today. Emilee is an incredible, incredible worker, friend,
mother, wife, and just all around human being. She's been working with Don't Panic
Management since 2019. She's worked with all kinds of clients, everything from administrative
support to research, data and marketing support, and is just, such a great person to know. And
I'm always impressed about how she manages her, her full time job, her child, her life, and is
able to give 100% to her clients every single day. So | want you to learn from her, be inspired by
her, and join me in welcoming Emilee Joseph to Panic-Proof Radio. Hello, Emilee, and welcome
to Panic-Proof Radio. So happy to have you today. How are you doing today?

Emilee Joseph: I'm doing well, thank you so much. It's a primary election day in Pennsylvania,
so exciting on my end, but I'm doing great and | really appreciate you having me.

Jess Tyson: Awesome. Well, that is a perfect segue to our first question here, which is tell us
about your background, tell us how you got to where you are today in your professional career,
and also what made you interested in adding virtual assistant work to your already very full
plate.

Emilee Joseph: Yes, it is quite full. Like Thanksgiving Day full. so | always in college, had a
vested interest in government, political science, and history. | was a dual major, history and
politics and | thought very hard about going to law school, prep for the LSAT and then quickly
decided kind of close to graduation that | didn't want to pursue law. So | was left kind of trying to
figure out, you know, what my career path looked like and what avenues | should pursue with
my degree. You know, when you do have a more narrow degree, like engineering or, you know,
some nursing, you know, you know what your next step is going to be. But any kind of social
science, you know, you're. You're kind of a little bit confused. So, thankfully, shout out to Drexel
University. They do an externship. it's mandatory for all of their students. And | may be dating
myself a little bit, but back in 2009, when | was graduating, internships weren't as, | don't know, |
guess, hammered into you as they are now. Now you see students from the time they're in high
school looking for internships. But at that time, or maybe | just didn't know all these people were
pursuing them. So | did an internship at a First Amendment nonprofit, which is still active today
in Philadelphia. And it really got me thinking about how, you know, government interacts with its
constituents and already kind of sparked my passion for helping citizens of the Commonwealth
of Pennsylvania. So | decided to look for jobs within, you know, an elected official's office. |
wanted to do civil service, something along those lines. And | had got, thankfully, a very
entry-level position at a state senator's office in, Montgomery County, which, is right outside of
Pennsylvania. And that was kind of my, you know, first dip in the sphere of legislative,
government. And my career has continued in legislative government ever since then. And it's
changed a little bit. I've done state, | work for the city of Philadelphia, so I've done local
government, and now | work for the federal government. So different positions within each. But
it's been really exciting. You know, I'm a behind-the-scenes person. I've always loved
operations. I've always loved, personnel management and project management. So | think that's
a great segue into why | decided to pursue being a VA beyond my role. My role at city
government at the time when | first came on in 2019 was very demanding. And, you know, my
husband was like, are you crazy? You're going to look for extra work beyond this. But at that
time, you know, this is pre-Covid, so remote work was still, | think, kind of cutting edge. And |
came across, Don't Panic Management because | just was googling and looking for



opportunities, and | saw what you were building at that time and what it looked like, and | just
felt like, okay, this is. This is the future. Like, this is why people don't need an assistant next to
them 24/7 they don't need that person. Those days were just kind of, | felt changing already.
And, | decided to apply, which, you know, shout out to all my other VAs who are in Don't Panic
Management, because that application is, yeah, it's in-depth.

Jess Tyson: The first step of the interview process is, can you get through the application?

Emilee Joseph: Exactly. So it was. And |. But | remember thinking like, oh, | already. At that
time, | was, director of scheduling for the mayor of Philadelphia, and | knew all about, you know,
planning and travel and, you know, what that took on a very high scale. | was like, | can do this.
You know, | can apply to this. | feel like | could utilize my skill set, and it transcended avenues. It
wasn't just, oh, this is applicable in the, you know, the government setting. This could be used
anywhere. My skillset. So that's kind of why | applied. | wanted to expand that. | wanted to learn
more about supporting virtually. | wanted to learn different applications, project management,
software. And | just felt like, Don't Panic Management. What's great opportunity? And also a
woman owned business, which is amazing. And the culture that | saw on your website was
exactly what | was looking for. So, yeah, | decided to wing it and apply and kind of the rest is
history, definitely.

Jess Tyson:| know this is kind of a complex question because you started in 2019, and then it
was Covid, but how did it line up or not line up with your expectations? Was there anything you
were surprised about, or did you feel like you made the right choice or, you know, how did it go
once we got you in the fold and got you matched with clients and things like that?

Emilee Joseph: You guys do an amazing job of onboarding and supporting the VAs, especially
with, if there are questions about how certain software works or, you know, | have a question
about a client or whatnot, you guys do a really great job of making us feel supported and
equipped to be able to really handle whatever may come up with a client. My expectations, |
really didn't know what to expect, to tell you the truth. But each client, | think | came on board
with two clients at the time, both were different, their needs were different. So the experience
was a little bit of a learning curve in the beginning because you're really trying to get to know
someone. You know, normally, when you get a job, you have a very clear set expectation.
You've researched the company. You've probably been there before. So this was a little bit
different. | didn't really know what to expect, so | went in being like, I'm confident in my skill set. |
know | can learn quickly if | need to, and if | have questions, I'm just going to reach out and ask
this really great arsenal of VAs. We're on a slack channel for those of you listening that, all the
VAs are on, so you'll see questions drop from different VA, and everybody is so, so helpful in
helping you answer. And if you can't, Jess also will chime in to help her find an answer. So it
really exceeded my expectations, to tell you the truth. I really got to know my client at that time,
and he was so wonderful and so patient. And this was in the data marketing, essentially, which
is | knew nothing about. So it actually worked in my favor because sometimes, you know, he'd
be writing articles and | tell him, you know, | have no idea what you're talking about. So we're
writing this in a way where, hey, I'm reading this, if | can understand it, then you're going to
publish this, and it's going to reach more than just your community that already knows what
you're talking about. So my kind of novice into that industry was actually helpful, to tell you the
truth. | think it became a little bit challenging when we hit Covid because everybody's world was
a little rocked. But nothing changed with what | was already doing with Don't Panic
Management. So it was my own career that they were trying to figure out how we going to go
digital. But | actually think Don't Panic Management was so helpful because | was like, hey, let's



get on Asana. Let's put, our deadlines here. | already knew how to use. | already knew how to
utilize those digital tools that we weren't using. So it actually really, really helped me when
everything started to go remote for that year, pretty much we weren't in the office during COVID.

Jess Tyson: That's so interesting because sometimes clients think that they need to work with
an assistant who really is plugged into their world already, and that's just harder to find because,
you know, these clients have their niches and they have, you know, these specific industries and
then their sub whatever industries in there, and you're not always going to find someone who
has that exact experience in that exact type of company. But like you said, the skills do
translate, and sometimes it can be a benefit to be able to say, you know, I'm reading this from
an external perspective, or I'm reading this with my background or my previous work
experiences, and this is how | might, you know, adjust it. Or this is what | would suggest based
on my own experience. You know, | think even if people who work with us haven't had direct VA
experience, they still have lots of, you know, applicable skills and even just traits, you know, like,
we look for certain traits in people that | don't believe can be taught. And if you have that, you
know, like, when you were talking about feeling comfortable reaching out and asking those
questions, you know, you really have to have that to be a good VA because you're not just
sitting next to someone and able to kind of look at them and have them say, do you need
something? You know, you're not getting those context clues that you might get in an office
setting, you have to be willing to speak up, and you have to be proactive to be a VA. And that's
definitely something that you've had to have, you know, in your own jobs, but that you brought
here as well. So | think that's really important and kind of wondering what you think. | mean,
aside from being able to fill out a long application, what do you think are traits that have made
you successful or that would make another person who's interested in being a VA successful?

Emilee Joseph: | think being eager to really expand the tools in your toolbox, you, know,
essentially, and go out of your comfort zone a little bit, because the benefits of working with
different clients are so great. It's just going to expand your own work background. And each
client I've had has been completely different. What they do, some are marketing, some are that
a scientist, you know, some own their own small business, and it has not small business,
actually pretty large business. They have nothing to do with each other. So now | can go into
most situations being able to pull out experience that I've had before with different clients. It's
really great way to just enhance your own professional development. And also, in most jobs,
you're doing similar work if it's not the same stuff every day. So this is a great way to get that
very, that varied experience as well. And it's exciting, and it's always something new. There are
always repetitive tasks, of course, with clients, but a lot of it is different projects that may come
up. And if you would ask me four or five years ago, have you created a social media plan and
scheduled it on social media software to blast out to different platforms and written tweets and
crossed over to LinkedIn and created video content? | would have told you, no, | have no, that
has nothing to do with what | do for my job now, when that comes up at, even my regular job or
with a client, oh, yeah, I've done that because I've worked with different clients, and that kind of
experience is fantastic.

Jess Tyson: Do you think that clients are more open to trying things in your experience than
some of your full-time roles or some of the other people that you've worked with? Or do you
think it's just the nature of, you know, maybe working in government or versus not, you know,
how do you see, what are the contrasts that you see between your, your full time work and your
VA work?



Emilee Joseph: | think the clients that I've worked with have been all been so wonderful, so
patient, willing to teach. But | think, for me, I've always asked for more with them. If they're. |
repeatedly tell clients that if there's something | can do here, let me know. Oh, | see this
repetitive process. It's happening weekly. If we can get together and do, you can create a loom
for me on how to do it. I'm very into systems, and | feel like every repetitive process can be
taught and can be offloaded off your plate. So for everyone out there, hear me again. Every
repetitive process can be offloaded to a VA or to someone else on your team. And a lot of times
when you work with principals or higher level executives or entrepreneurs, what | finally struggle
with the most is giving out responsibilities and letting go. Like, you don't have to do it all. If
there's something that you've done five times this month, that means that there's a way to
document it, create a video about it, and your VA can do it. And that's where | think I've been a
little bit different, because I've asked to do those things, things completely out of my comfort
zone when it comes to, especially data analytics and how to run data and compare and contrast
and. But, you know, it was a report that was done the same way every single time. So the
difference | see in my full-time job versus that type of work is that the projects are varying and
so different, you know, with my clients, whereas my full-time job, there's only so many projects
that you can do, you know, government work. If anybody's worked in legislative government,
you have a certain role. I'm operations. | run our six offices in Pennsylvania for a Pennsylvania
senator, from the hiring to, you know, our intern program, to ceremonial documents, and. But
then we have an outreach staff. We have, you know, people kind of fulfill those other roles. So |
don't really get it. | wouldn't have an opportunity to take on those projects, whereas with a client,
there's endless opportunity to utilize your skills to better support them.

Jess Tyson: Definitely. I've experienced that, too. It's almost like the smaller the business or the
smaller the company, the more you have opportunities to do things, because there's just fewer
people who are taking on the different roles. And I'm wondering how you got the confidence, |
guess | could say, to even ask, you know, or notice those things, like, was it past experiences or.
You know, | think I'm asking because some people who are in this assistant role really kind of
feel that way. They feel like, well, I'm number two, you know, I'm not number one. I'm, | need to
stay in my place or stay in my lane. You know what | mean? You've always been great. | think
just like | said, asking for help but also offering, saying | can do this, | can do that. How did that
come about? How did you get to that place?

Emilee Joseph: | think something that a lot of people struggle with is imposter syndrome and
that am | really equipped to be at this table? Am | really equipped to be in this situation? We find
ourselves second-guessing and | have to give a huge shout out to kind of my tribe because | am
so thankful to have a really, really great group of supportive, boss-ass women that | surround
myself with and have been with me since the beginning of my career in some of them | met
through work, others have been friends for a very long time. Others | met at the city that was
into my thirties. And you know, one of them, Louisa Luisa, if you're listening, amazing, amazing
support to give advice. And one of the things she continuously told me is like, reach for more,
strive for more. You can do this, you can make these decisions, you belong here. And | really,
really have to thank them. | think it's really important to surround yourself with people who lift
you up and realize your brilliance. And | would not be where | am professionally without their
support.

Jess Tyson: | love that so much. And Louisa was a guest on season one of the podcast. So go
back and listen to her because she really does embody that, that confidence and that spirit and
to the point where, you know, she's not working with us anymore. She's off onto another huge
job opportunity and role that she manifested and that she, you know, really worked hard for. And



| think, you know, we try to do that here and it's a good reminder for us at Don't Panic
Management too, to like keep lifting each other up and keep prioritizing that because we do
want to see everyone succeed, whether that means here at Don't Panic Management or
somewhere else, you know, we want to help everyone get to where they want to be. And | think
it is so important because especially for women and especially for minorities or wherever you
are, because it's so easy to get put down and, you know, kind of like “put in your place”
because, you know, there's not always a space for us. We have to make space and recognize
how important our work is. And you know, I've said this before, but | think assistants like run the
world, and we need to remember that. And, you know, not in a way that's like cocky or anything,
but just that our work is important, and if we don't value it ourselves, no one else will necessarily
see it or notice because we are so behind the scenes.

Emilee Joseph: And | think this experience being a VA has made me a better manager in my
own job. | look at our entry-level to mid-level staffers. They are on the front lines, they are
answering phones, they are doing literally God's work, you know, and | just have such a respect
for them and it's made me a better advocate for them going up to, you know, senior
management singing their praises, but also, you know, kind of really hammering home. We need
to, you know, tie performance reviews to monetary increases. We need to be flexible with their
schedules. | know they're, you know, expected to be in the office every day where other, you
know, we do run a government office. So, other roles can be remote, but is that really fair? Like,
how can we make that easier for them? Can they switch off days with another staffer? And | just
think being in this role has made me relate on a different level. And all | want to do is advocate,
look for professional development opportunities for them, bring them onto projects, because like
| said, if we're doing something over and over again, they can, anyone can join in and help you.
And it's actually made my position a lot of easier because when you ask someone to join you in
a project, when you take a moment and make it teachable, you're sharing your skillset with other
staffers that can then help them in the future. I'm also a big believer in cross-training. | think if
I'm out for 20 days, 30 days, and for all you business owners out there, if you're out of office,
there are ways to really unplug and teach your VA and share those, you know, share those
responsibilities where you feel that you can really get a break. and | think that happens a lot
where, you know, principals, entrepreneurs, small business owners, they never take time to fill
up their cup because they're continually concerned that they're the only ones that can, like, do
these responsibilities. And that's just not the case. So if you're even thinking about getting a ba,
there's, don't hesitate because your life will be easier. You know, it'll just be an extension of
yourself, essentially, so.

Jess Tyson: Definitely. That's our goal for sure. And of course, it has to be the right match. It's
not always right. And we’ll just go back to the drawing board and try to get it right. It's just so
interesting that you've had the experience on both sides now. So what advice would you give
someone who was just starting to look into hiring. They know that they need help, but maybe
don't know where to start. What advice would you give to that person?

Emilee Joseph: So | actually did some work for a friend, a while back, and she was the head of
a nonprofit, and | told her how to prep, essentially, for us doing some work together. And | really
would organize in a way where you make a list, really simple, of what you do, like, daily, even if
it's okay, | spend an hour checking my email because it's so funny. Email inbox nightmares are
what we deal with a lot as a VA. Just trying to just get organized in an inbox seems really tough
for some people, especially when you have an overabundance of communication that's coming
in. So | would really just make know, where you're spending your time, and then look at that in a
way where, like, okay, what is, like, time sucking me? | call it time sucks. Like, I'm spending an



hour on my inbox in the morning, just dividing it into, like, what | need to respond to right now,
or. Or maybe | don't even know. So | think looking at those areas that are really taking your time
up and thinking about how someone else could assist you with those things, I'd start with that,
because you really do need a good idea of where you need assistance. Some people are just
floundering in general, and they feel overwhelmed and they're drowning. So | feel like that's the
best way to get your thoughts on paper and come to a meeting where, okay, | know this is taking
up an abundance of my time, and this is where I'm struggling with the most. And | feel like
somebody could come in and within a week or two of being with new clients who have an inbox
struggle, we've gotten to inbox zero. It is probably the most exciting thing | like to do right off the
bat because, you know, results are so tangible and your, the weight that gets lifted when you
have a system and all. Each person is different. Sometimes we've organized with priorities.
Sometimes we organize by project. You know, there's all different ways to do it. And that's
what's great about our VAs, because | think we've all encountered different clients that like
things done differently. So we. Oh, oh, I've done this before, or I've done this before, or do you
want me to kick it over to Asana and put those tasks in and, you know, X, y, z? So my best
advice to somebody looking for a VA is just to take a step back, document your day, and then
look for areas where you could use the support.

Jess Tyson: | totally agree. And just one more follow-up question. How do you think people can
fast-track the trust in a relationship? Is that possible, or do you think it just takes time?

Emilee Joseph: | feel like it's been different with each client. Some people come in and say,
hey, answer emails as me, here's the keys to my house. You know, like, they give you
everything. others are a bit more guarded, and | just tried to take their lead. | don't want to push,
because if you're not comfortable, and it's. Especially if it's your first time working with a VA,
some things just take time, and then maybe you'll open up a little bit more, allow a little bit more
space, or maybe you will never feel comfortable with that. And | think that's what the relationship
balance between a VA and a client is, finding that symbiotic relationship that just works where
everyone is comfortable. And | do think as a VA, you do have to also be protective of yourself. |
mean, not so much with Don't Panic Management, because, jess, you are really great about
setting expectations when clients come on board, about when VAs are available and what time,
you know, how much time you have to respond and whatnot. But | feel like, especially the
people pleaser in me, | want to respond right away. | want to get a project done. you know, |
want to, oh, if it's Saturday and they send something, like, | had a very hard time setting
boundaries for myself. Okay, that can wait till Monday, or it's the weekend, and I'm not expected
to answer this. So you just need to find that relationship that works for both of you. Your time is
just as important as their time, of course, allowing for emergencies and, you know, whatnot and
what you can give in a day, but it has to be a good balance. And | also think the relationship
between the client and the VA, it has to be right. So if you're feeling like, hey, maybe, you know,
it's just a personality preference, maybe we're not diving, then what's great about our team is
there is, you know, like 100 VAs. There's always somebody that's going to fit into what you're
looking for.

Jess Tyson: That's so true. | appreciate that. | think that's something that, you know, some
people ask, like, well, why should | go through an agency versus just hiring a freelancer? And,
like, you totally could. You know, it's always a personal preference. But | think something that is
beneficial of working with an agency like ours is that we do work hard on the front end before
they even get into a relationship with one of our VAs. And, setting those expectations and
sharing not only what they should be asking for and what they should be expecting, but also
what we expect from our side of the relationship with that respect, the boundaries, all the



different personal values that we think that both our, clients and our team members should
embody. And if we see any, like, issues or red flags or hesitation from the client, we start to
think, you know, maybe this isn't the right fit. Because, yes, we all have to work. You know, we
all have to make money, but it can be somewhat enjoyable for everyone, | think. And, like, that's
the goal. You know, we spend all this time in front of our computers. We might as well have a
good time. So appreciate that.

Emilee Joseph: | agree. | agree 100%. And | think if you're in a situation where you're not so
comfortable, it makes it a little bit difficult on both ends. So when you find the right fit, which is
usually, | haven't had maybe, one client where we said, oh, maybe, and it was a time thing, just
expectations and demands weren't fitting with my schedule. We just kind of move on, and they
found a great fit. So, yeah, great job of equipping, that's for all situations and empowering us to
be able to, you know, have those conversations. You always want things to work, and you want
things to go well, but it's better for everyone if you do find that kind of right fit.

Jess Tyson: Exactly. And then that's, like, a lot of what | do is kind of like, the broker, you know,
between the two. And. And | think that also helps some people. Some people feel really bad,
you know, where they're like, oh, my gosh, | really like this person, but it's just not the right fit
professionally. And, like, that's okay. And we want to make it nothing such a big deal to be able
to give that feedback and feel comfortable saying, hey, you know, | really want this to work. |
don't want to waste anyone's time. So | think | need someone else. Like, we want that, too. So
it's, And it definitely hurts on both sides when it's not the right fit. Well, thank you so much for all
of your insights and, of course, all your work all throughout these years. I'm glad we got the
chance to meet in person very, very soon before the pandemic, because we haven't seen each
other since, but hopefully we'll be able to change that soon.

| just have a couple of rapid fire questions for you before we go. Don't think too hard. You know,
first thing that comes to mind. Are you ready?

Emilee Joseph: Yes.

Jess Tyson: All right. Pen or pencil?

Emilee Joseph: Pen.

Jess Tyson: Train or plane?

Emilee Joseph: | have a big fear of flying, so train.

Jess Tyson: Okay. | didn't know that. Water or wine or whiskey or gin?
Emilee Joseph: I'm a vodka person, so can | sneak vodka in there?
Jess Tyson: Perfect. Mac or PC?

Emilee Joseph: Mac.

Jess Tyson: Virtual or Irl?



Emilee Joseph: Virtual. | don't need to leave my house.
Jess Tyson: Yeah, right. City or country?

Emilee Joseph: This one's tough. | would say city.
Jess Tyson: Coffee or tea?

Emilee Joseph: Coffee.

Jess Tyson: Morning or evening?

Emilee Joseph: Evening. 100%.

Jess Tyson: Walking or running?

Emilee Joseph: Walking.

Jess Tyson: Panic or calm?

Emilee Joseph: Calm.

Jess Tyson: Yay. Well, thanks again, Emilee. We love having you on the team for as long as
you will stay, and I'm excited for everything that you've been working on and appreciate all your
insights and just being a good resource for our team and for our clients, of course. | hope to see
you again next time soon. Oh, isn't she just a delight? | don't really know still how she does it all
and how she manages to stay so focused. But it's very inspiring to me because | sometimes can
get sidetracked on things or feel overwhelmed in things. And she's done such a great job to set
boundaries for herself, and it shows because she's been able to be so successful these last few
years and forever. So thank you again, Emilee, for joining us, and please check us out if you
want to work with VAs like Emilee and many others at dontpanicmgmt.com. As always, | would
love to work with you one-on-one in my Panic-Proof Blueprint, which is a six-week coaching
program where we get clarity on what lights you up and what you want to do next. To get to the
next level in your business and in your life. Please check out panicproofblueprint.com, and | look
forward to meeting you there. See you next time.


http://dontpanicmgmt.com
http://panicproofblueprint.com

