
VIRTUAL PA SERVICE

We transform services into real experiences



About Us
Since 2011, we have been dedicated to receiving, 

welcoming, and directing guests to the best 

experiences and services in Portugal.

We have a natural drive to please others, by providing 

not only a highly professional, but also genuine and 

open-hearted service.



As such, we:

Guarantee a great new beginning in Portugal for every 

member of your family;

Enhance all your experiences in Portugal, whether on business 

or leisure;

Optimize your time as an interface between you and all the 

services you need;

Exceed your expectations, always going for the extra mile.



Our values, 
which guide our actions and define our approach, are:

Dedication

We do not rest until we 
make sure that your needs 

are completely fulfilled 
throughout your new life, 

also factoring in your 
personality, wishes and 

requests.

Collaboration

We are actively engaged 
in working to promptly 

address your 
requirements and 

guarantee a hassle-free 
personal experience in 

Portugal.

Quality

We are committed to 
recommending you the 

best-suited services, 
from our extensive local 

experience.

Respect

We respect your 
background and beliefs 

and incorporate your 
specific needs into the 

services.

Innovation

We are very dynamic 
and proactive, never 

stopping before a 
closed door.



Always focused on you!

Virtual PA

Our Relationship Managers will take care of your well-being.
You just need to approve, confirm or cancel. We will manage 

everything for you as you like it. Just focus on your loved ones.

YOUR DAY-TO-DAY LIFE SUPPORT 

We are:

   Pro-active 

   Dedicated

   Organized 

   Responsible 

   Cordial

   Punctual

   With a leadership spirit 



Cloud Storage

Our Relationship Managers will update your:

UPDATED IN REAL-TIME

❖ Virtual Agenda

❖ Transactions and Invoices

❖ Calendar

❖ Contact list

❖ Accounts

❖ ... … …

.. everything you need!



Virtual Agenda

❖ Personal Data

❖ Detailed task list:

❖ Date

❖ Provider

❖ Description

❖ Documents

❖ Status (urgent, in process, today, 

next week, when possible, done)

❖ Additional notes

In your agenda you have access to:



Transactions and Invoices

❖ File updated in real-time with all the 

purchases 

❖ Credit and debit balance

❖ Date of purchase

❖ Payment description

❖ Receipt or invoice 

❖ Proof of payment

❖ Additional notes

In the transactions and invoices file you have 

access to:



Calendar

❖ Appointments

❖ Reservations

❖ Meetings

❖ Lessons

❖ Flights

❖ Transfers

❖ Birthday’s 

❖ Especial events

❖ ….

You will receive calendar invites to all your 

upcoming events. 



Home Office Management

Calendar and daily agenda management 

Events and Birthday Reminders |  Appointments | Real-time online 
agenda with all the bookings,  addresses, and recommendations.

Financial management 

Management of monthly budget and deposits for house management 
and staff salaries (with pre-defined limits for expenses).

Checking, screening, and transmission of mails, reporting.

Administrative support 

Documents, Utilities, Insurance, Condo & building matters, etc.



Family Management

Family day to day life 

Activities| Education | Transport

• Help in setting up your everyday life (finding the best activities, the most important 

loyalty and discount memberships, the most convenient surrounding stores, or 

even a gift for a loved one);

• Support in school and in monitoring school affairs and school supplies' purchases;

• Suggest "what to do" in Portugal at any time adjusted to family profile;

• Plan holidays, weekends, book hotels, restaurants, or other services



Lifestyle Management

Lifestyle

Secure restaurant reservations | Day-to-day life | Book entertainment 
experiences.

Travel Management

Travel & Vacation Planning | Arrange travel services | Private aviation.

Events Management

Tickets and events | Dinner parties | Boat renting | Pre-out event 
planning (Planning Transport, makeup and hair, information about the 
event).



House Management

Key holding

Manage utility services: Water, Electricity, Gas. Manage Home 
TV, Broadband, SIM cards, and landline services

Errands coordination

Asset Protection | Home security systems



Management Support

Handling all problems and maintenance through reliable and trustable 
services 

Representation tasks | Management of the relationship with neighbors

Guarantee house and clothes organization

Coordination and supervision of maintenance | Pool, garden, cleaning & 
housekeeping, etc

On-demand services | Renovation works management, First installation 
services, etc

Maintenance Reliable and trustable handymen

Re-stocking Essentials | Your accommodation will always be re-stocked 
with essentials.

Cleaning procedures and check list implementation and confirmation



PRICE

6 MONTHS 1 330 € 2 310 € 3 245 € 3 850 €

3  MONTHS 770 € 1 330 € 1 925 € 2 310 €

1 MONTH 330 € 605 € 770 € 890 €

HOURS PER WEEK 3 HOURS 6 HOURS 9 HOURS 12 HOURS

Pricing

Total payment before the 1st workday.

Stand up service extra 30€ per hour in your schedule / out of schedule 50€ per hour + travel fee if it’s outside Lisbon 
area.



We never say no and that’s why we got used to doing a little 

bit of everything. That’s why we entered areas completely 

outside of our comfort zone. We did it with the same joy as a 

day-to-day service. 

We accept every challenge, do our best and our goals are 

always achieved. Thank you to everyone who challenged us 

and continue to do so everyday.

Exceeding expectations 
is what we live for



T H AN K  Y O U !

W E A R E @ A V E L IN O . P T W W W . A V E L IN O . P T

W E  A L S O  D O

C U S T O M E R  S E R V I C E  T R A I N I N G  A N D  C O N S U L T A N C Y  T O  –  H O T E L S  –  C L I N I C S  –  R E S T A U R A N T S  -  S H O P S

This information is confidential and was prepared only for presentation effects. The content is property of Avelino Personal On-Site Management
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HOW CAN WE HELP YOU?

L I S B O N   -   C O M P O R TA  -  P O R T O  -  A L G A R V E

about:blank
mailto:sara@avelino.pt
http://www.avelino.pt/
about:blank

	Diapositivo 1
	Diapositivo 2
	Diapositivo 3
	Diapositivo 4
	Diapositivo 5
	Diapositivo 6
	Diapositivo 7
	Diapositivo 8
	Diapositivo 9
	Diapositivo 10
	Diapositivo 11
	Diapositivo 12
	Diapositivo 13
	Diapositivo 14
	Diapositivo 15
	Diapositivo 16
	Diapositivo 17: L I S B O N   -   C O M P O R TA  -  P O R T O  -  A L G A R V E

