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Scaling Your Operation – Essentials of 

Standard Operating Procedures and 

VA Management 
By Elaine Heney 

Here is what I did today – 
and stick with me as it will 

make sense in about a 

paragraph. I met my 

Mastermind group at 8 am 

for an hour.  
 

The mastermind is over at 9. I 

start to crunch down some 

oatmeal and refill coffee. I have a 

9:30 chat with a developer/ 

publisher who wants to ask me 

some questions on the direction 

he is going with his business. He 

has been in mobile 4 years longer 

than I have, but I don’t design or 

develop or do anything for clients. 

I leaped ahead of him in 

experience because I was able to 

test and push on my own 

portfolio. Mobile ad networks, ad 

types, monetization techniques, 

ASO, videos and landing pages – I 

got to see what works for me.  

 

My goal for the day is nail down 

the social media process for my 

Podcast – the App Business 

Podcast. We are moving to a 3 

episodes per week schedule. We 

also added a “Friday Weekly Live” 

hangout on air. We hope to build 

a list and connect everyone into 

the #ABP Community.  

 

Around noon I checked a shared 

Google doc to see what tasks my 

VAs had accomplished and where 

we were with different apps.  

 

While I worked on creating and 

building and pushing my business 

forward, my little company had: 

-  set up 20 new apps in iTunes, 

-  created weekly content for 10 

existing apps, 

-  achievements and leader 

boards and the initial ASO had 

been set, 

-  and the developers were now 

ready to hook it all together 

and send me the new builds 

near end of day. 

 

I want to be clear this is not a 

story about passive income and 

having a hit app and juicing it for a 

year. This is a story about 

identifying processes that I repeat 

often. Creating clear, step-by-step 

processes so that my current or 

any new Virtual Assistant can pick 

it up and understand what to do. 

 

I hired a VA to do this before I 

was making enough money to pay 

myself. There were months in the 

beginning my VA made more than 

I did.  

 

But while he was setting apps up 

in the app store, creating 

achievements, leader boards, in-

app items, creating ad spaces and 

ad units in several ad networks – 

all, super time-intensive tasks – I 

was getting my next 10 app ideas 

going. 

 

People ask me all the time how I 

am able to do so much and 

execute so well. It is because I 

have zero skills in design and dev. 

I am pretty good at identifying 

tasks to create a process around. I 

have practiced at training and 

managing VAs, designers and 

developers. 

 

Creating documents that detail all 

your business for someone else to 

execute is the single best way to 

free your time up to do the hard 

stuff.  

 

Before we dig into some 

specific tips, and where to get 

started – some more general 

observations: 

You have to know the process 

cold yourself. It is not up to your 

VA to “figure it out”. I have seen 

several peers run into issues 

because they want to skip the step 

of knowing and building a clear 

SOP and just “have my VA do it”. 

That approach never works – at 

least not from what I have seen. 

Some virtual assistants can work 

wonders – but mind reading is not 

one of them. The value you add to 

your business as its leader is 

providing clear directions and 

articulating desired results so 

people who work for you know 

what is expected of them. 

 

The point of having your VAs do 

the SOP work is not to free your 

time up to have beers at noon 

(although you could!). You need 

time to read, to determine a 

direction for your company, 

research new app ideas, better 

understand ASO, then retention, 

then monetization. Work on your 

business and push! I think the 

saying is “work on your business, 

not in your business”. I also like 

the saying about working in your 

business “you don’t have a 

business, you just created a job 

for yourself”. Both true. 

 

A great read if this sounds 

interesting is Work the System by 

Sam Carpenter. 
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published by Bizezia Limited ("the publisher"). 

It is protected by copyright law and 

reproduction in whole or in part without the 

publisher’s written permission is strictly 
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