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Client NEADS Questionnaire

	GENERAL – Obtains general background

	Tell me about how your admin tasks are being handled presently?
	

	Tell me about your business?
	

	If you could delegate your tasks, what would they be?
	

	Tell me about a typical day for you in your office?
	

	Could you describe your office to me?
	

	What parts of your business do you hate the most?
	

	
	

	
	

	
	


	FOCUSED – Designed to elicit a specific answer (Usually begin with 5 W’s)

	How much time are you presently spending on email tasks?
	

	What are those tasks you don’t like doing?
	

	Why are you doing it all yourself?
	

	What things are being missed?
	

	What areas need improvement?
	

	Why haven’t you hired A Virtual Assistant help yet?
	

	
	

	
	

	
	


	CLARIFYING – Seeks clarification of a point

	Are there areas that are falling through the cracks?
	

	How do you feel when your client’s demands are being continually missed?
	

	How do you see our relationship working?
	

	If you had a Virtual Assistant, what duties would you give them?
	

	
	


	CONFIRMING – Designed to confirm your understanding

	So, you need help so you can concentrate on the things that grow your business?
	

	So, you hate emails and are looking for a way to streamline that aspect of your business?
	

	So, you want to delve into the social media area but don’t know where to start?
	

	
	

	
	

	
	

	The NEADS Analysis - From the information you gather – you should now be able to answer these questions …

	What does your prospect have NOW?
	

	What does your prospect ENJOY about what they have now?
	

	What would your prospect ALTER or change about what they have now?
	

	Who is the DECISION maker?
	

	How can you help your prospect find the best SOLUTION for his/her needs?
	


NOTES:
[image: image1.png]Curriculum from Virtual Assistant Career – www.VirtualAssistantCareer.com
Copyright ©  Mediamage Business Solutions.


