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We’re a lifestyle management and virtual assistant company based in 

busy London and leafy Surrey. Our team of virtual assistants take care 

of errands and to-do lists for businesses, households and people with 

too much on their plates.

Life isn’t ordinary. So why choose an ordinary virtual assistant company? 

Work with us for bespoke support. Like a made-to-measure suit or 

custom-fit kitchen, we adjust our service to suit your exact requirements. 

Rather than listing the exact things we can help with, we’re confident 

in our ability to say that we can help with anything and everything. If 

you need help booking a family holiday, we can help. If you need help 

catching up with paperwork, we can help. If you need help with tax 

returns, we can help. Simply, you can always rely on Timpi. 

Life isn’t ordinary. So why choose an 
ordinary virtual assistant company?

About Timpi
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At Timpi, we have a great deal of experience in providing virtual assistant services to individuals and businesses. 

This means that whether you need help in the home or help with a business, you can count on us to provide an 

unmatched and professional service at all times.

All Timpi virtual assistants are:  

UK based Fully supported Native English 
speakers

Remote workers Full of ideas

We’re always available 
during standard working 
hours as well as during 
more unusual times if 
pre-agreed.

Everyone on our team is 
fully trained and supported, 
it’s part of the reason we’re 
able to offer you such high-
quality support.

Nothing gets lost in 
translation here. All VAs can 
communicate in English to a 
native proficiency.

With excellent communication 
skills and the right tech at 
hand, we’re by your side even 
if you can’t see us.

All of our VAs are asked to 
contribute their own ideas 
to any tasks they carry out 
for you. Inject some fresh 
thinking where possible.

Experienced
With a wide range of 
professional backgrounds, 
each team member has 
a minimum of 5 years’ 
experience.

Virtual assistants

Hand over your to-do list

A schedule to suit your needs
Choose from one of our flexible pricing plans. Simply buy as 

many hours as you require and we can start supporting you. 

Just tell us what you need. From one-off tasks to long term 

support, we’re here to make your life easier. Much easier.

The right VA for you
You will be assigned a virtual assistant perfectly matched 

to your bespoke needs, and who will be your main point of 

contact. Job done.
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With your very own virtual assistant, you can focus on 
your priorities. Our service is designed to make sure 
that the only thing you have to worry about is what to 
spend your free time on.

How it works
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As a busy SME without dedicated admin support, this Finance and Wealth Management firm found themselves 

struggling to balance the demands on their time; and this was starting to affect their business and home lives.

Diary management & 
scheduling

Documentation & Customer 
management

Work life balance

With ever-changing diaries, the 

team were regularly missing 

appointments. Organising new 

appointments and scheduling 

meetings was becoming a task in 

itself. Not only that, but travel was 

eating into their time too, they 

were often away from their desks 

for hours at a time. 

File management was a challenge 

- the team were struggling to 

follow up on contracts, invoices 

and paperwork. They were also 

deprioritising the update of their 

CRM and follow-up with potential 

new business - affecting their 

growth potential. 

Unfiled business expenses and 

receipts were mounting up and 

important but non-strategic 

purchases such as IT hardware 

were eating into precious time.

Unsurprisingly, our client’s hectic 

work life was affecting the balance 

between work and family. In an 

effort to stay on top of their emails, 

they’d often send emails late into 

the night. Not only that, but they 

regularly forgot birthdays and 

lacked the time to book holidays or 

activities for when they did finally 

take time off. 

Case study 1 - Corporate firm

Challenges for the client

Solutions
This client signed up to 20 hours of support per month. Here’s how we help them:

Organised & efficient 
processes

Email & diary management

Family support

Paperwork sorted

Each week begins with a 5-minute 

meeting to review the week ahead 

and agree priorities. Their VA arranges 

their diaries in line with how they 

like to work and has found ways 

of making their travel time more 

effective. Because time on the road is 

otherwise wasted, our client now calls 

their VA to review the emails they’ve 

received whilst out of office. The client 

dictates a reply which the VA then 

actions. Phone calls are also booked 

in for them to make while travelling.

The VA uses Gmail to flag urgent 

emails and drafts replies on the 

clients’ behalf. Certain emails are sent 

out for the client in line with the tone 

of the business. Emails with meetings 

and diary invites are automatically 

actioned with all relevant links 

and meeting details. Their VA also 

reconfirms meetings in advance to 

ensure no-one misses them.

This VA is on hand to support tasks 

such as booking appointments as 

well as updating council tax or new 

home addresses. We also research 

possible holiday locations, flights and 

deals so our clients can really make 

the most of their precious time off. 

This client’s VA drafts client 
contracts for new business using  
an agreed template with the  
client making any final tweaks.  
They follow up on outstanding 
payments and paperwork.

They research purchases and 
arrange delivery and set up. All 
invoices are sent to the right  
person, so the only time the  
clients get involved is for approval.

We also arrange travel for the  
client, including visas, booking  
cars and hotels, and making sure 
travel time avoids any diary clashes.

Our VA also looks after some of the 
fun things too, arranging company 
gifts for employees and organising 
Christmas parties.

Businesses waste 4.8 hours per 
week on scheduling meetings

Did you 
know?

We support this client using

Salesforce
CRM

Gmail
Email

WhatsApp
Chat

Asana
Team 

management
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This client sells personalised products through the Shopify platform and needed 

extra support to stay on top of balancing customer service, running an updated 

website and fulfilling customer demand.

Producing personalised products is a job in itself, and our client found they 

were struggling to keep up with the customer service side of running their 

business, especially as this was something they didn’t 100% enjoy.

Keeping customers updated with the progress of their order, booking couriers 

and creating dispatch labels felt time-consuming and disruptive. On top of 

that, collecting important product reviews often fell by the wayside. Dealing 

with occasional customer complaints and requests took extra time out of our 

clients day, slowing down their ability to keep up with demand.

Case study 2 -  
eCommerce business

Challenges for the client

Solutions
This client signed up to 10 hours of support per month. Here’s how we help them:

Product dispatch Customer service Everyday admin

We support this client using

Shopify
eCommerce

Courier  
Booking system

Review 
management

Trello
Collaboration tool

Outlook
Email

Our VA helps this client with 

a smoother and less-involved 

dispatch process. The client 

updates Trello as soon as a 

product is ready for dispatch. The 

VA then books the courier, using 

the measurements and weights 

already provided by the client. 

By booking the courier, the VA 

generates a label which is printed 

on site so the packing team 

can label the product ready for 

collection by the courier.

The VA then confirms shipment 

with the customer telling them 

when they can expect to receive 

their order. 

Our VA helps with providing a 

more responsive customer service 

experience. Customers are updated 

on their order via Shopify using a 

pre-agreed template. A week after 

shipment, they ask the customer for 

a review. Following up and respond 

on our client’s behalf for extra 

customer service brownie points.

Our VA also deals with customer 

complaints and responds to emails 

politely, resolving issues with 

pre-agreed solutions wherever 

possible. If the VA isn’t able to help 

immediately, they cover this off in 

regular meetings with the client  

and then address the situation on 

behalf of the client.

This client needed help staying 

on top of their inbox, preferring 

to have a maximum of 30 emails 

in their inbox at any given time. 

The VA helped file the initial 

3,440 emails in the client’s inbox 

and now helps them stay on 

top of it all with regular inbox 

management.

24% of workers say they overwork 
by ten or more hours a week

Did you 
know?
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This client was burning the candle at both ends. She worked in the City every 

weekday from 8-6, has two young children and a busy husband. 

Appointments & admin

Childcare Time off

Our client struggled to find the time to book 

in medical appointments and the food shop, 

meaning she and her family often had to fall back 

on last-minute purchases and takeaways. She had 

passports to renew, a broadband contract to review, 

car insurance and utilities to sort out.

As any parent knows, keeping up with a child’s 

social life is a job in itself, so arranging after-school 

care, planning after school activities and keeping 

the nanny updated was becoming time-consuming 

and was a source of worry.

Even this client’s time off felt busy - planning family 

holidays was becoming a chore and weekend 

commitments were difficult to keep track of. Not only 

that, but important things such as family birthday 

parties and gift shopping were getting deprioritised 

which left our client feeling out of control. 

Case study 3 - Lifestyle management

Challenges for the client

Solutions
This client signed up to a minimum of 5 hours of support each month. Here’s how we help her:

Childcare Life admin &  
household managementOur VA was able to research 

after-school activities, book the 

children into summer holiday 

activities and liaise with the nanny 

to make sure she knew where she 

needed to be and when. If the 

nanny wasn’t available, then the 

VA arranged for transport for the 

kids to make sure they were able 

to get to wherever they needed to 

be safely and on time.

Getting life into a more organised 

pattern started with our VA 

organising a weekly food shop 

with Ocado. They also recruited a 

cleaner and private chef to make 

sure this hard-working family had a 

clean home and nourishing food to 

come home to.

The VA also organised tradesmen 

to sort out the numerous small 

jobs around the house, they 

upgraded the internet and 

researched the best utilities deal 

for the family. They made sure all 

bills were paid and looked after ad 

hoc projects as and when needed.

Quality time

Our VA helped this family better 

enjoy their time off. Exciting 

children’s parties were taken 

care of with our VA’s event 

management skills - they 

sent invites, liaised with party 

suppliers and researched and 

bought presents with our  

client’s approval.

The VA was also able to organise 

much-needed date nights for 

our client and her husband 

and research and organise 

family holidays and weekends 

away. Our VA booked flights, 

hotels and activities as well as 

organised visas and international 

transfers for hassle-free travel. 

We support this client using

WhatsApp
Chat

Apple Reminders
Task management

iCalendar
Events

Did you 
know?

66% of workers feel 
they do not have a 
healthy work-life 
balance in their lives
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To help us support you as seamlessly as possible, we need your help at the start of our working relationship. 

A little investment in your time with some important details will help us give you the best possible service.

Seamless onboarding

Virtual assistant service

Lifestyle concierge service

• It’s important for you to have clear processes in 

place. Your VA can always suggest improvements 

but you must have a foundation in place for us to 

work with.

• We’ll need access to your emails, diaries and 

company platforms. This means we can support 

you and your company without needing to 

interrupt you for access, logins and passwords. 

• We love online to-do list tools and strongly 

recommend implementing one if you haven’t 

already. They give a clear overview of ongoing 

projects and status updates and will help you stay 

in touch with your VA

We love online to-do list tools and 
strongly recommend implementing 
one if you haven’t already

• Clear communications and clear deadlines are the 

foundation of a good working relationship - please 

make sure your VA knows what you want them to 

do, and by when.

• Please be completely transparent with us about 

how you like to work. This might mean you need 

to take a bit of time to reflect on your habits and 

quirks - so often we don’t realise we have habits 

until they’re disrupted! Doing this will mean your 

VA knows your preferences and can to support you 

in a way that suits your working style.

• We need you to trust us and your assistant to be 

privy to your personal information, and capable of 

doing the role. 

Before we work with you, we’ll ask you to tell us about your 

preferences, dislikes and habits. This means we can anticipate 

your needs more easily and give you the best service. Here are a 

few examples:

Preferred restaurants and cuisine.

Flight preferences - 1st class, window seats, flight times.

Your home address and key contact details.

Your preferred suppliers and contacts.
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How does pricing work? 

We believe in keeping things simple, 
so all pricing plans are billed upfront 
at the start of each month via direct 
debit. Any additional hours used will 
be added to the next invoice.

How do I communicate with 
my virtual assistant? 

Simply, whatever works for you to 
make your life easier. Whether that be 
email, WhatsApp, voice notes or an 
old-fashioned phone call.

How does a virtual 
assistant service work?

We believe business relationships are 
really important, so with all our plans you 
will have a dedicated virtual assistant for 
all on-going support. This is someone that 
will know you, know the business and 
know how you like to do things.

Do you provide holiday cover?

Yes, should you require it. We will 
always inform you in advance of any 
planned holiday so we can ensure a 
smooth handover.

FAQs

We pride ourselves on providing highly qualified VA services for 
a wide array of personal and professional needs.

I don’t want my customers 
knowing I have a virtual assistant, 
how do I work around this?

How does my virtual assistant 
keep track of time? 

What work can I send to my 
virtual assistant?

Literally ... anything! We love a challenge 
here at Timpi so no matter how big, 
small or obscure your task is,  just ask!

We are used to integrating with 
businesses, the best solution is to use a 
branded email so your virtual assistant can 
send and receive emails from your domain 
instead of their @timpi.co.uk address.

When will my virtual assistant 
be working for me?

Our team work standard business hours 
(Monday to Friday) with flexibility when pre-
agreed. You can submit your tasks anytime, day 
or night, and have the confidence that your work 
will be completed by the agreed deadlines.

We use a time recording system and 
will always keep you updated so you 
can keep track of your usage. 

Our expert teams of virtual assistants are able to offer lifestyle and 
business support to companies and organisations of all sizes.  

14 15



We believe in keeping things simple and making life easier, so we’ve created hourly packages for the 

start-up entrepreneur through to large businesses, without forgetting those that just need us to take care 

of the personal lifestyle tasks.

Pricing plans

* All pricing plans above are billed upfront at the start of each month via direct debit. Any additional 
hours used beyond the minimum commitment will be added to the next invoice.

Lifestyle Business

Pricing plan
5 hours

Extra hours at  
£28 per hour

10 hours
Extra hours at  
£28 per hour

20 hours
Extra hours at  
£27 per hour

40+ hours
Extra hours at  
£26 per hour

Monthly minimum 
commitment * £140 £280 £540 £1040

Most popular

All prices are subject to 20% VAT

Time gained based on 20 hours per month, our most popular package.

Business support

20 hours

Extra hour  
per day

Extra hours  
per week

1 5 2.5 6
Extra days  
per month

Extra weeks  
per year

At TIMPI we can handle all your tasks, allowing you to 
spend more time and focus on what’s really important. 
Speak to us today and see how we can help.

Example of  
time breakdown
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www.timpi.co.uk

hello@timpi.co.uk

0207 971 1045


