
 

 

Answer these common questions to start setting your VA Rates 

 

Are you having trouble setting the rates for your VA services? It can be 

one of the most challenging decisions you have to make. In fact, many 

aspiring VAs struggle with this decision on an ongoing basis and often 

undervalue themselves. Let’s look at some of the more common rate 

setting questions. The answers may help you finalise your decision. 

 

1. What’s the Going Rate for the Task? 

 

Before you can begin setting your own rates, you might want to look at 

what others are charging. This is by no means the only determining 

factor. As you’ll see there are other considerations that are more 

important. However, knowing what your competition is charging is useful 

information. With a little research, you’ll be able to better position your 

business and your services. 

 

2. How Much Is Your Time Worth? 

 

A better question may be how much do you want to make per hour? 

This is a fantastic starting point. You can then look at how long it takes 

you to complete a task and set a rate. For example, your goal might be 



to make fifty pounds an hour. If it takes you two hours to transcribe an 

hour audio file, then you know to charge a £1.60 per audio minute.  

 

Remember, if you charge by the hour, you can only earn 8x your hourly 

rate and that is if you plan to work 8 hours a day just on your client’s 

work.  

 

So, not every hour you work is billable – you have your own admin to 

sort out, documents to familiarise yourself with, phone calls to take and 

make, and systems and docs to set up. The unbillable hour can really add 

up! 

The other downside to charging by the hour is that you’ll become 

quicker and better as you go along so you’ll actually end up being paid 

less the better you get. 

 

3. How Are You Going To Charge? 

 

You essentially have two choices. You can charge by the project or by 

the hour. Charging by the hour ensures you don’t accidentally 

underestimate the project. Sometimes it takes longer to complete a task 

than you might have intended as the client may not have given you all 

the information. This happens quite often when working with a new 

client. 

 

However, when you charge by the hour, most clients will want an 

estimate. They’ll want to know how long the project will take. You can 

quote a range. For example, tell them it’ll take two to four hours. If it 

looks like it’s going to go over, make sure they’re okay with it before you 

proceed.  

 

To set an hourly rate, look both at your experience and your 

specialisation. You can charge a higher hourly rate if you’re offering a 

specialty service. You can also charge a higher hourly rate if you’re 

experienced or skilled with the service you’re providing.  



 

A common mistake VA’s make is thinking a high hourly rate means 

you’re making more than you did working in a full-time job. When you 

worked for a company you also received: 

 

• Holiday pay 

• Sick pay 

• Maternity leave 

• National Insurance and tax were sorted for you 

• Petrol and mileage 

• All your equipment including desk, stationery, phone storage space 

• Utilities including broadband, phone lines, water, heating, 

electricity and rent 

• Free coffee and tea 

• Training and network meeting costs 

• Guaranteed hours 

• Security 

 

Ultimately, your client will be saving money by hiring You. Remember, 

you will be saving them time even if they know how to do what you do, 

it costs them their time where they could be earning double or 

sometimes treble what they are paying you. 

 

I personally charge between £25 and £40 an hour (I specialise in Office 

Management and Sales, minute taking and other specialised services). 

Remember too, some clients are usually given project rates due to the 

nature of their tasks. I quote £x for setting up a 10-email newsletter 

sequence in MailChimp for instance, but the quote will vary dependant 

on the task because no two tasks/projects are exactly the same. 

 

Remember that you will need to add a minimum of 25% to your rates to 

cover your taxes and other expenses. So, if you were thinking about 

charging £20 an hour then multiply £20 by 1.25 and quote around £25 

an hour. 



 

4. Remember - You’re Rates Aren’t Set In Stone. 

 

Note, you can also charge differently based on the task you’re managing. 

For example, if you’re setting up a Facebook Group Page for a client, 

then charge by the project. If you’re managing their emails or diary then 

charge by the hour.  

 

You can also change your rates as your needs change. If you want to 

gain a lot of clients quickly then set your rates a little below market rate. 

You can then raise them in six months to a year.  

 

To position your business as an exclusive provider, you might set your 

rates above market value. Look at your goals. Evaluate your niche. (Click 

here to see ‘How to find your Niche’) and consider the type of clients 

you want to work with. Consider your business vision. Then you can 

begin to set the rates for your services. 

 

Have fun and do your research. 

 

Carol 


