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About Us

WHO ARE WE?

At Gularire Virtual Assistant Services, we are dedicated to connecting established business
owners with highly skilled virtual specialists to save you time and money. Browse our site

today to find out the types of services we offer, and get in touch to learn more.

Want to know why top founders and successful executives keep choosing to work with
Gularire VA Services? Our rigorous hiring process ensures that we only hire highly skilled
assistants who are flexible, efficient, and easy to work with. By working with one of our VAs,
you get to focus on what really matters, while someone else handles your day-to-day,

mundane tasks.

Our goal is to restore and consistently maintain a healthy work-life balance for our clients.
Gularire VA Services works hard to help reach a sense of fulfilment, without having to sacrifice 4

your precious time. Read more about what makes us unique below.
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Our Philosophy

What We Believe In

OUR VISION

Create support and an efficient work environment for our Clients to S
free up their time from mundane task and thus allowing them to grow
their business to the next level.

OUR MISSION

Our mission at Gularire VA Services is to provide efficient support
team with excellent service, integrity, open communication and
collaboration to executives, professionals and entrepreneurs,
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Our Values

At Gularire VA Services we keep it REAL with our Clients. Our services engulf

our REAL motto of:

W
(\

RELIABILITY

RELIABILITY — We believe in being committed to our Clients and offering first

class service that they can depend on.

EFFICIENCY LISTEN

EFFICIENCY - We respect the beliefs and opinions of all people. We

encourage our employees to always perform to the best of their abilities,

meeting the expectations of our customers and our company.

COLLABORATE INTEGRITY

ACCOUNTABILITY - We stand firm with high moral values and honesty in
everything that we do. We will not compromise the truth. We believe in being

accountable for all our actions and lead our business with integrity.

LISTEN — We respect the beliefs and opinions of all people. We encourage
our employees to always perform to the best of their abilities, meeting the
expectations of our customers and our company. We listen and collaborate
with our Clients to ensure every job is delivered as intended by the Client.
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Our Services

How Can We Be of Service To You?

©Gularire VA Services 2017
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Administrative

Administrative & Customer Support

Do you find yourself getting stuck doing mundane tasks, day in and day out?
Enter Gularire VA Services. Our dedicated, attentive Virtual Assistants will manage
your calendar appointments, travel arrangements, report writing, presentation
preparations, emails, and many other tasks that come up. Get in touch to learn
more.

Running an efficient business takes a lot of time and effort, and our VAs are here
to help. From taking customer calls to answering online inquiries, we’ll make sure
your customers get the professional support and attention they deserve.
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Marketing

Branding and Marketing

Our creative talent have the experience in making sure that our creativity
helps you sell.

How does this help you? Well it means that not only will your website
look great, but we will also provide you with an array of back up
documents that would help you maintain and advertise your brand.

These include:

- Report templates.

- Company Stationeries ( Receipt Books, Invoice Books, Letterheads etc.)

- Business cards.

- Company Profile & Brochure.

- Marketing Fliers. \

- Corporate folders. \ %@
/ @&, >

- Digital newsletters & Catalogues. designs.

Letterheads. % <

- Print Ad design.

RN
- Slide presentations. / &&% ¢
- Project Proposals. “\\\\\)\?‘%?é/ @@l\’ \\®W \%&)) C%‘)p
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Finance Support

Finance Management Support

Process and prepare financial and business forms for the purpose of checking
account balances, book keeping, facilitating purchases, etc.

Preparing finance reports and Audits.

Perform routine calculations to produce analyses and reports as requested by
the finance director. Help oversee and manage individual accounts.

Software used:

Excel Reports.
Pastel Accounting.
Quick Books.
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Management

Project Management

Project management responsibilities including the coordination and
completion of projects on time within budget and within scope.

Oversee all aspects of projects and events.

Set deadlines, assign responsibilities and monitor and summaries progress
of project.

Prepare reports for upper management regarding status of project.
Event planning and coordination.

Our Management covers all sectors e.g. construction project management,
NGO projects management, event coordination and management etc.
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Web Design

Website design and Hosting

We ensure that we provide the best responsive website that will enable your
client access your information regardless of the devise they are using.

In this digital era the use of smart phones, smart TVs and computers are
quickly replacing the projector presentation set up hence the use of static
website is no longer required.

Depending on your needs we can also design an App that would best convey
your services.
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BUILDRITE

EQUIPMENT & CONSTRUCTION LTD

SABERO (EA) LIMITED

Building Your Future
A Non Profit Organization aimed at promoting research, improving access to

quality education, health, better sanitation and reduction of poverty. m

BUILDRITE EQUIPMENT & CONSTRUCTION LIMITEL
COMPANY PROFILE

WE UNDERSTAND YOUR NEEDS

OUR VALUES SERVICES ~ PROJICTS ~ o -
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VIRTUAL ASSISTANT SERVICES! C O O I— \/YB
NTERTAIMENT

AZIELO 2020

AZIELO
Construction Limited

DOKING TO EXPAND YOUR BUSNESS BUT GETTING ANCHORE
DOWN BY THE ADMIN?
WHY NOT TRY GULARIRE VA SERVICE TODAY

About Us ARKETING SERVICES FINANCIAL SERVICE!

COMPANY PROFILE

SITE DESIGN | HOSTING | MAINTENANCE BOOKKEEPING

PANY PROFILE DESIGN ACCOUNTS PAYABLE: RECONCILIATION, PAY INVOICES
PANY LOGO DESIGN ACCOUNTS RECEIVABLE:

ate ERHEADS BANK RECONCILIATION

s to provide complex NESS CARDS GENERATING INVOICES

improvement in thi and culture of project management, as a means
ac the board impro 1t in the prosperity and the standard of our PAYROLL

clients, and in doing so, society as a whole. SUPERANNUATION PAYMENTS —
ore construction, we help our clients establish a systematic process for W I | | | D l M O | | A
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A Brief Background
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EXECUTING

AZIELO CONSTRUCTION LTD

T

completion.

WRITING AND FORMATTING DOCUMENTS
EMAIL MANAGEMENT

ORGANISING MEETINGS, CALENDAR MANAGEMENT WEDNESDAY JULY, 15 2020

DATABASE MANAGEMENT AND DATA ENTRY

HUMAN RESOURCES; WRITING POLICIES AND FACEBOOK L|VE .

PROCEDURES,
NE: +254 728 264 395

+ 254733 122 788 RECRUITMENT, REFERENCES 07:00 EA.T| 00:00 est | 5AM UK | 6AM GER
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ZIELO CONSTRUCTION LIMITED

Our Values

IL: MARIONG@GVASERVICE.COM

OUR VISION

To be a company of

AZIELO CONSTRUCTION LTD

positively.
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Our Rates

Standard Premium Website Design
$25.00/Hour 515.00/Hour once off Plus
. One week free 1 Yr. Hosting Free

Website design
Basic VA services plus a free
with offering 5 Company

Basic VA services
with offering 4
hours a day with a
maximum of 20
hours a week.

Basic VA services
with offering 2

hours a day with a Profile. Hosting
maximum of 30 and domain
hours a week. charges are billed
annually.

hours a day with a
maximum of 10
hours a week.

©Gularire VA Services 2017 14
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Contact Us.

GULARIRE VA SERVICES

Westlands, Kenya

P.O. BOX 24958 — 00502 NAIROBI , KENYA
+254 733 122 788 / +254 728 264 395

info@qgvaservice.com

WWW.gVvaservice.com
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