ECHO ASSIST

Virtual Services Hub -
Your Business, My Priority

Are you drowning in paperwork, struggling with keeping your
administrative tasks current? Say hello to streamlined operations with

comprehensive virtual services.

With a focus on precision, efficiency, and personalized support, we help
you stay organized, meet deadlines, and achieve your goals, so you can
focus on what matters most — growing your business. Let us be the

dependable partner that amplifies your success.

Who We Are

Our mission is to empower businesses and
individuals by providing tailored virtual support,
allowing them to thrive in a fast-paced, ever-evolving
world.

Who we are goes beyond a virtual assistant service —
we are your strategic partners. With a passion for
efficiency and a dedication to excellence, we bring
17+ years of corporate and 7+ years of Human
Resource experience.

Why Choose Us

Cost-Effective

Access to professional support without the
costs associated with hiring full-time
employees, such as salaries, benefits, and
office space.

Flexibility

Committed to offer flexibility terms of hours
and tasks. You can customize support based on
your specific needs, scaling up or down as
required.

Efficiency and
Productivity

Specialize in administrative work, data entry,
and project management, allowing you to
offload time-consuming activities and focus on
high-value tasks that drive your business
forward.

Our Services

Administrative Services

Scheduling

File Management

CRM/Database Management
Survey Creation/Management
Budget Management/Invoicing
Email correspondence

Travel Coordination/Management

Transaction Coordination

Contract Management

Document Management
Coordinate Inspections & Appraisals
Compliance and Risk Management
Post Closing Activities

Project Management

Project Planning
Resource Management
Budget Management
Time Management
Team Coordination
Project Exectution

Event Planning

e Seamless event logistics
e Vendor coordination
e Budget tracking
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