
V I R T U A L  A S S I S T A N T  

NAH’KERA MANUEL

LET'S GET STARTED

Administrative • Recruiting • Operations Support
For growing busniesses.

BOOK YOUR DISCOVERY CALL

About meAbout me
I am the owner of A.J. Premier Staffing where we provide reliable
virtual administrative, recruiting, and operations support to help

businesses stay organized and focused on growth.
From managing inboxes and calendars to coordinating candidates,
maintaining spreadsheets, supporting onboarding, and managing
client and vendor communication, I handle the behind-the-scenes

details that keep business operations moving.
My goal is simple: to give business owners dependable support

without adding another full-time employee to their team.

Reliable support. Clear communication. 
Organized systems.

N A H ’ K E R A  M A N U E L

View My Services

INQUIRE NOW

Services I Offer

ONBOARDING
ADMINISTRATION

New hire documentation
Document management
Onboarding coordination

CLIENT COORDINATION

Professional communication
Follow-ups
Client relationship support.

INBOX & CALENDAR
MANAGEMENT

Email organization
Prioritization
Scheduling
Appointment coordination

RECRUITING COORDINATION

Candidate tracking
Communication
Interview scheduling
Follow-ups.

Data entry
Reporting
Tracking
Spreadsheet management.

DATA & EXCEL REPORTING

ADMINISTRATION SUPPORT
Task management
Workflow management
Document preparation
Day-to-day administrative
support systems.

Sample Works
A  G L I M P S E  I N T O  M Y  S A M P L E  P R O J E C T S ( L I N K S  P R O V I D E D )

INBOX & CALENDAR MANAGEMENT

A N  O R G A N I Z E D  I N B O X  H E L P S  B U S I N E S S
O W N E R  A N D  P R O F E S S I O N A L S  S T A Y

F O C U S E D ,  R E S P O N D  T O  I M P O R T A N T
M E S S A G E S  E F F I C I E N T LY ,  A N D  R E D U C E

U N N E C E S S A R Y  E M A I L  C L U T T E R .  

A R C H I V E D ,  O R G A N I Z E ,  O R  R E M O V E
U N N E C E S S A R Y  M E S S A G E S  

BEFORE

AFTER

Continued
A  G L I M P S E  I N T O  M Y  S A M P L E  P R O J E C T S ( L I N K S  P R O V I D E D )

 CALENDAR MANAGEMENT

E F F E C T I V E  C A L E N D A R
M A N A G E M E N T  H E L P S

B U S I N E S S  O W N E R S  A V O I D
S C H E D U L I N G  C O N F L I C T S ,
A N D  E N S U R E  I M P O R T A N T

M E E T I N G S  A N D
A P P O I N T M E N T S  A R E

P R O P E R LY  C O O R D I N A T E D .  

I  I D E N T I F Y  S C H E D U L I N G
C O N F L I C T S ,  O V E R L A P P I N G

M E E T I N G S ,  O R
I N S U F F I C I E N T  T R A N S I T I O N

T I M E  B E T W E E N  E V E N T S .  

BEFORE

AFTER

RECRUITING COORDINATION

K E E P  Y O U R  R E C R U I T I N G  P R O C E S S  O R G A N I Z E D  F R O M  C A N D I D A T E  T R A C K I N G  T H R O U G H
I N T E R V I E W  S C H E D U L I N G  A N D  F O L L O W - U P . A  C L E A R ,  O R G A N I Z E D  R E C R U I T I N G  W O R K F L O W

T H A T  K E E P S  C A N D I D A T E S  A N D  N E X T  S T E P S  F R O M  F A L L I N G  T H R O U G H  T H E  C R A C K S .

DATA & EXCEL REPORTING

I  T R A N S F O R M  B U S I N E S S  I N F O R M A T I O N  I N T O  O R G A N I Z E D  T R A C K E R S  A N D
E A S Y - T O - M O N I T O R  R E P O R T S  T H A T  H E L P  K E E P  O P E R A T I O N S  O N  T R A C K .

ONBOARDING ADMINISTRATION

I  H E L P  O R G A N I Z E  T H E  A D M I N I S T R A T I V E  S I D E  O F  B R I N G I N G  N E W  E M P L O Y E E S ,
C O N T R A C T O R S ,  O R  T E A M  M E M B E R S  I N T O  Y O U R  O R G A N I Z A T I O N .  A  S T R U C T U R E D

O N B O A R D I N G  P R O C E S S  C R E A T E S  A  S M O O T H E R  E X P E R I E N C E  F O R  B O T H  T H E  B U S I N E S S
A N D  T H E  P E R S O N  J O I N I N G  T H E  T E A M .

CLIENT & VENDOR COORDINATION

K E E P  C O M M U N I C A T I O N ,  F O L L O W - U P S ,  A N D  I M P O R T A N T
R E L A T I O N S H I P S  O R G A N I Z E D  W I T H  C O N S I S T E N T  A D M I N I S T R A T I V E

C O O R D I N A T I O N .

ADMINISTRATIVE SUPPORT

FROM RECURRING ADMINISTRATIVE TASKS TO WORKFLOW ORGANIZATION, I HELP
BUSINESSES MAINTAIN STRUCTURE AND CONSISTENCY BEHIND THE SCENES.

DESIGNED TO KEEP DAILY OPERATIONS ORGANIZED AND VISIBLE.

Packages & Pricing
I N V E S T  I N  T H E  G R O W T H  O F  Y O U R  B U S I N E S S

EXECUTIVE SUUPORT

$1200/month
Everything in Premier Support

Priority administrative support

Comprehensive onboarding

coordination

Client coordination

Advanced reporting & tracking

Workflow management

Process improvement assistance

More

Up to 30 hours of Support

C h o o s e  E x e c u t i v e

ESSENTIAL SUPPORT

$400/month
Email & Calendar management

File Organization

Administration Task Support

More

Up to 10 hours of Support

C h o o s e  E s s e n t i a l

M O S T  P O P U L A R

PREMIER SUPPORT

$750/month
Everything In Essential Support

Recruiting coordination

Vendor coordination

SOP creation & documentation

More

Up to 20 hours of Support

C h o o s e  P r e m i e r

N E E D  A  C U S T O M  P L A N .  L E T ' S  B U I L D  A  P A C K A G E  T H A T  W O R K S  B E S T
F O R  Y O U R  B U S I N E S S

Ready To Get Started

Why Clients Choose Us

RELIABLE SUPPORT

ORGANIZED PROCESSES

RECRUITING EXPERIENCE

DETAIL-ORIENTED

PROFESSIONAL COMMUNICATION

You shouldn't have to constantly remind
someone what needs to be done. I provide

dependable administrative support and
follow through on the details so you can

focus on running your business.

FLEXIBLE SUPPORT

When tasks, emails, schedules, and
information are scattered, things get missed.

I bring structure and organization to your
daily operations so you can spend less time

managing the details.

Recruiting involves more than finding
candidates—it requires communication,

scheduling, tracking, and follow-up. I help
keep your recruiting process organized and

your candidates moving through each stage.

Small administrative mistakes can create big
problems. I pay close attention to the details,

keep information accurate, and make sure
important tasks and documentation are

handled properly.

Your business doesn't need another
complicated system—it needs support that

fits the way you work. I can step in where you
need the most help and provide the

administrative support that makes your
workload more manageable.

Your clients, candidates, vendors, and
business partners deserve timely and

professional communication. I help keep
those conversations organized, followed up

on, and moving in the right direction.

Tools I Used

Client Onboarding Process
H O W  W E  S T A R T  W O R K I N G  T O G E T H E R

DISCOVERY CALL

You reach out through my contact form
and we schedule a quick call to discuss

your needs.

PROPOSAL

After understanding your requirements,
I'll send a customized proposal outlining

the services.

CONTRACT & INVOICE

Once you're ready to move forward, I'll
send a contract and initial invoice to

officially start.

ONBOARDING

You'll fill out a simple onboarding form
and share the tools or accounts needed.

KICKOFF

We begin your project! I'll handle the
tasks, keep you updated and ensure

everything runs smoothly.

ONGOING SUPPORT

You’ll receive consistent task support,
clear updates, and reliable follow-

through each week.

Let's Connect
Ready to bring organization and get more done with less on your

plate?
Reach out and let's discuss how we can collaborate.
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Info@ajpremierstaffingllc.com

@Nahkeramanuel

@AdriennaManuel

Contact Me

https://www.ajpremierstaffingllc.com/pricing
https://www.ajpremierstaffingllc.com/virtualassistant
https://calendly.com/ajpremierstaffing/30-minute-meeting-clone
https://www.ajpremierstaffingllc.com/virtualassistant
https://www.ajpremierstaffingllc.com/virtualassistant
https://drive.google.com/drive/folders/1Z770yZ7bnxzRRvuVVSJl_wob7uMnT8n9
https://drive.google.com/drive/folders/1Z770yZ7bnxzRRvuVVSJl_wob7uMnT8n9
https://drive.google.com/drive/u/0/folders/1Z770yZ7bnxzRRvuVVSJl_wob7uMnT8n9
https://drive.google.com/drive/u/0/folders/1Z770yZ7bnxzRRvuVVSJl_wob7uMnT8n9
https://drive.google.com/drive/folders/1Cj-sYuCEcxQXrLCp8Z88iowbNso2wp3S
https://drive.google.com/drive/folders/1YifT3hz1dSyIWDjxio1ell5veK6oizcU
https://drive.google.com/drive/folders/1YifT3hz1dSyIWDjxio1ell5veK6oizcU
https://drive.google.com/drive/folders/1hDLKqcvYF6pAG4SpU82ccXJt1pd3429c?usp=sharing
https://drive.google.com/drive/folders/1hDLKqcvYF6pAG4SpU82ccXJt1pd3429c?usp=sharing
https://drive.google.com/drive/folders/1hDLKqcvYF6pAG4SpU82ccXJt1pd3429c?usp=sharing
https://drive.google.com/drive/folders/1MqS_uNGBjfBWskAMY9XaZF1kPT0K2kV5?usp=sharing
https://drive.google.com/drive/folders/1cSsHuILosUJ16X3njIS5rdSd2zr0BliM?usp=sharing
https://www.ajpremierstaffingllc.com/copy-2-of-va-packages
https://www.ajpremierstaffingllc.com/copy-of-employer-intake-form
https://www.ajpremierstaffingllc.com/copy-of-va-packages
https://www.ajpremierstaffingllc.com/premierpackage
https://www.ajpremierstaffingllc.com/premierpackage
https://www.ajpremierstaffingllc.com/executivepackage
https://www.ajpremierstaffingllc.com/executivepackage
https://calendly.com/ajpremierstaffing/30-minute-meeting-clone
https://www.ajpremierstaffingllc.com/
https://www.ajpremierstaffingllc.com/contact-1
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