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Over the past year, work practices have had to significantly 
alter to accommodate for remote working and moving 
everything online. Though not ideal, it has allowed businesses 
to come up with new ways of working, as well as pursue 
opportunities and overcome challenges that have never been 
explored before. 

Your business will have experienced its fair share of hardships 
and stressors, but finding, attracting and securing new clients 
can be one of the most difficult. The new ways of working will 
have altered how you obtain and secure clients. But if you’re 
struggling to think of new ways to increase your outreach, then 
we’ve put together some of our most profitable methods of 
reaching future prospects. 

The digital world has shown no signs of slowing down. If your 
processes are sluggish and outdated, we’ve also got some tips 
to help improve your workflow and launch your business into 
the neoteric age. 

01.
Introduction

Learn how to build relationships with customers and use online 
collaboration tools to make this financial year your most 
successful one yet.  
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02.
Defining Your Ideal Client

Chasing every possible client is not only wasting their time, 
but also yours, as well as squandering your resources and 
demotivating your employees. If your sales department is 
constantly on the phone chasing last-minute leads or sending 
thousands of emails a day, then it’s time to scale back and think 
of a more streamlined strategy.

Each business has a different ideal client profile. Here 
are some ideas to help you define yours:

If you want your business to grow, then you’ll need to challenge 
yourself to reach other markets. For inspiration, take a look at 
your competitors and see how they’re reaching new clients, and 
what you could do to improve this process. 

Start off with getting 
a variety of opinions 
from a range of people 
in the business, not just 
management and sales. 

A questionnaire or 
discussion in a meeting 
can help generate ideas 
to create an ideal client 
profile. 

Use your existing and 
historical clients as a 
basis, but then consider 
which other industries 
you’d like to reach.



5How to Secure (And Keep) New ClientsHow to Secure (And Keep) New Clients 5

Once you have your new client in mind, it’s time to start your 
research. 

Keep up to date with their industry. Get to know them inside 
and out and strategize how your company can help the 
prospective client’s growth. 

Make sure your sales department has time to become industry 
experts. This might be the deciding factor between the client 
deciding to partner with you, and not another rival company.  

Before finalising contracts, make sure this new client is worth it. 
It can be easy to get lost in the excitement of a new client lead, 
but you need to ensure that they’re a good fit for your business. 

The client relationship needs to be beneficial on both sides. You 
should be able to offer your client excellent services in exchange 
for them providing you with referrals, testimonials and reviews 
to help grow your clientele further – providing they’re happy 
with your performance, of course. 

03.
Researching The 
Industry
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So now you’ve identified your ideal client and may have already 
reached out and made a connection, you need to follow that 
lead. The key to building customer relationships successfully is 
excellent communication. 

In an age where most business communication has moved to 
instant messaging and emails, you can make yourself stand out 
when you form a personal connection with them by talking to 
them and, more importantly, listening to them.

The simplest way to get more customers and retain them is to 
offer that personal touch. More often than not, they’re probably 
used to being bombarded with emails and messages from 
businesses offering their services and partnerships. 

A simple phone call asking if they’re free to talk or would like 
to arrange a face-to-face meeting will make your company 
stand out. These personal conversations will also allow you 
to understand your client’s business and goals more quickly, 
offering you an opportunity to devise a strategy that will 
impress.  

04.
Communciating With 
A Personal Touch

In fact, having excellent communication will not only 
improve your chances of getting new clients, but will 
also strengthen your relationship with your existing 
clients. Trust us, we’re something of an expert when 
it comes to client care. 



Depending on the sector of your business and your clients, 
attending industry and networking events is a great way to 
establish new client relationships. Meeting people in person 
will always be the best way to make a connection. At industry 
events, you’ll be able to showcase your brand. 

05.
Being In The Right 
Place

One of the positives of the pandemic is the emergence of 
virtual and hybrid events, creating a space where new business 
relationships and sharing industry knowledge is easy and 
accessible for everyone. Try to attend as many as you can. 
Webinars and events also create development opportunities for 
your employees, allowing them to upskill and gain confidence.

Networking not only raises your profile, but also allows you to 
get fresh ideas. 
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It can be difficult to juggle outreach with running your business 
as normal. Automating as many admin processes as possible 
will help your business streamline its workflow, so you can 
get on with nurturing and building relationships with your 
prospects.

If you’re unsure of how to automate processes, then maybe 
you need to upgrade your software. With the introduction 
and normalisation of working from home, collaboration and 
teamwork can be difficult. 

If your employees are struggling to work remotely and need to 
service clients with the right information quickly, then you need 
to re-consider your software. With the correct tools, employees 
should be able to process enquires quickly, with everything they 
need just a finger click away. 

Not only will this improve working for your employees, but will 
also make managing client relationships much easier, as you’ll 
be able to easily share and collaborate on documents with one 
another. 

The right document management software will have:

06.
Getting The Right 
Software

• Task management tools 

• Enhanced security

• Document storage

• Compliance and GDPR 
regulations

• Team collaboration 
tools 

• Real-time messaging

• Shared tasks
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https://www.virtualcabinet.com/solutions/document-management-explained
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DOCUMENT MANAGEMENT SOFTWARE

06.
Getting The Right Software

The right document management software is key to building customer relationships. Below 
are some of the key features we have here at Virtual Cabinet to ensure your relationships with 
customers, whether new or existing, are improved. 

Automatic Filing

Goodbye admin – 
automatically file emails and 
attachments.

Electronic Signatures

Reduce the number of paper 
documents and postage fees, and 
speed up the signature process.

Document Storage

Digitise your paperwork 
and access your files from 
anywhere.

Content Collaboration

Connect all departments and 
allow colleagues to work on 
documents simultaneously. 

Version Control

Keep track of document 
variants, access older copies 
and set archiving policies.

Integrations

Microsoft Office plugins, 
CRM integrations and other 
custom solutions.

Workflow Automation

Streamline your workflows 
with automated business 
processes.

File Sharing

Send large files to clients, 
suppliers and customers 
with our secure Client Portal.

https://www.virtualcabinet.com/product/automatic-filing
https://www.virtualcabinet.com/work-management-product/wet-signatures
https://www.virtualcabinet.com/product/document-storage
https://www.virtualcabinet.com/product/content-collaboration
https://www.virtualcabinet.com/product/version-control
https://www.virtualcabinet.com/document-management/integrations
https://www.virtualcabinet.com/features/getbusy-features-and-benefits
https://www.virtualcabinet.com/product/secure-file-sharing


10How to Secure (And Keep) New Clients

Your existing clients are your most valuable assets for growing 
your company and gaining new business. If you don’t continue 
to keep building relationships with these clients, then you’re at 
risk of losing them and damaging your brand. Here’s some tips 
on how to keep your relationship and thriving. 

• Your communication with existing clients should be regular, 
thoughtful and understanding.

• These clients should have frequent personal meetings, either 
through weekly phone calls, or a fortnightly video call. 

• Communication should always be focused on understanding 
your existing clients’ needs, wants and goals. 

• Talk clients through any changes to your business. If you 
upgrade your software, such as implement a 
work management software, then discussing this with 
clients will help them understand your processes. 

07.
Not Neglecting Your 
Existing Customers

https://www.virtualcabinet.com/work-management
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Once a relationship has been established, politely ask them for 
referrals, testimonials or reviews. 

08.
Utilising Referrals, 
Testimonials and 
Reviews

With the digital space becoming more and more crowded, it’s 
getting harder to stand out. But with exemplar reviews of your 
business, it’s reassuring to clients who may have needed that 
extra push to work with you. 

Putting these first-hand accounts of your business and the 
services you provide on your website and on your social 
media is an assured way of securing new business. 
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What makes you different to your competitors? Whether it’s 
your state of the art, work management software that allows 
for real time reporting, or your impressive customer care and 
attention, you need to shout about it. 

Clearly define your unique selling point (USP) and 
think about how you could exhibit that creatively.

09.
What Makes You 
Unique?

• Build your online presence through social media. 

• Ask an employee to host a webinar for others 
in the industry to discuss a particular topic or 
challenge. 

• Allow clients to experience a free demo of 
the product or service for free, before signing 
contracts.

• Ask for feedback to make alterations. 

• Create free resources to help improve the 
search engine optimisation of your website. 

• Grow your email database by asking for their 
emails when visiting the website, speaking to 
support or downloading resources. 

Whatever makes your business unique, ensure you can highlight 
this in as many ways as possible. 

https://www.virtualcabinet.com/work-management
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Once you’ve established what makes your company unique, 
then you need to start building your brand awareness. How will 
clients find you, if you don’t have a strong online presence? 

If you don’t have the resources to build an in-depth marketing 
strategy, then don’t worry. Here are our top three ways to build 
your marketing strategy that will help improve your company’s 
online exposure:

• Write a blog. Inexpensive, easy to use and steadily builds 
website traffic, a blog is an efficient way of engaging with 
your target market. With the right content, you can gain 
trust and credibility and help clients with advice, tips and 
research written by your experts. 

• Use email marketing to encourage leads. This is great for 
creating short-term urgency and is both cost-effective and 
measurable, so you can get to know exactly what messaging 
appeals to your clientele. Plus, staying in touch with existing 
clients is a great way to keep your brand at the forefront of 
their minds throughout the day.

10.
Building Your 
Marketing Strategy

• Post regularly on social media and engage with followers. 
Recent research has found that nearly 58% of people visit a 
brand’s social media pages before they click on their website. 
It’s also been found that engaging with people positively on 
social media promotes trust and loyalty within customers 
and clients. 
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When you’re so focused on securing external clients, it can be 
easy to forget about your internal team. But they’re the most 
important part of gaining new business so it’s imperative that 
you look after them. 

Talk to your sales and support teams. Ask how they’re feeling 
about their workload. If they’re happy and motivated, then 
they’ll aspire to hunt as many leads as possible, even more 
ruthlessly if there’s some added benefits for them. 

Ensure there’s time for your employees to take breaks. Allowing 
them breaks and opportunities to speak with colleagues and 
managers will not only help improve their wellbeing, but also 
improve retention and productivity. 

Implement the correct tools for the job. Allow employees to 
have the appropriate training to use new these tools, such as 
document management software, too. 

Build an open forum within the team so they can learn from one 
another. A strong team needs even stronger foundations. 

11.
Retaining With 
Support Services

https://www.virtualcabinet.com/document-management/demo
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Get out there and secure those 

new client relationships!

BOOK YOUR FREE VIRTUAL CABINET DEMO ONLINE TODAY.

Need smart software to streamline your working practices? Then why 
not check out our document management software?

You can see some of these strategies in action. 

BOOK NOW

https://www.virtualcabinet.com/work-management

