
Our services in full  

and your questions explainedé 
 

How do I get started?  
Simply contact us.   

 

We will then appoint you your own lifestyle manager who will arrange a        

complimentary consultation with you at your convenience. If you decide to use 

our service, we will provide you with a client questionnaire enabling us to get to 

know you better. 

 

How much will the services cost and how do I pay?  
We offer discounted bespoke packages, designed to suit our clientsõ lifestyle 

needs. Pre-payment of the packages is required before any services commence.  

Bespoke ôone-offõ services are charged at our hourly rate. Please contact us for 

further details. 

 

What if my request is urgent or I need to speak to my    

lifestyle manager?  
Simply contact us during normal office hours. 

 

What if I require a service outside of the normal  

working hours?  
We do provide an out-of-hours service - ask us for more details. 

 

What services are available?  
Quite simply, let us know how youõd like us to help and we will. We currently  

offer the following services to our ever-expanding client base: 
 

Virtual Assistance  
Our Virtual Assistance Service is available across the UK, wherever you live. We are able to assist you using 

the internet, by telephone or by fax, whichever is easiest. 

  

Whether you are a time-poor professional away on business or running your own company from home, all 

you have to do to use this service is to contact us detailing your needs, and place your order for Virtual    

Assistance. We will research and source all your requirements for you. Virtual Assistance services are carried 

out from our offices, where we will provide you with your own virtual assistant.  

 

Examples of how weõve helped clients in the past using our Virtual Assistance services include: 

 

¶ Small business services 
¶ Diary management  
¶ Appointments  
¶ Conferences  
¶ Events 
¶ Business travel  
¶ Product research and purchase  
¶ Gifts  
¶ Groceries and organic produce deliveries  
¶ Clothing  
¶ Household items  
¶ Supplier research and liaison  
¶ Private jets  
¶ Chauffeurs  
¶ Car valets  



¶ Chefs 
¶ Personal trainers  
¶ Holidays and weekend retreats  
¶ Tickets  
¶ Date reminders  
¶ Seasonal events 
¶ Birthdays  
¶ Anniversaries  
¶ Events 
 

Errands  
By making just one telephone call you can give us your to-do list and consider it done. We will then arrange 

for your lifestyle manager to oversee all of your time consuming errands for you. 

 

To use our errand service all you have to do is contact us. 

 

Please note:  some errands may involve items that cannot be easily carried, or which require different modes 

of transport. These errands will be quoted for on an individual basis. 

 

Examples of errands we run include: 

 

¶ Grocery shopping, delivered to your office or home, together with our unpacking service  
¶ On-site supplier meetings  
¶ Supplies for your fridge when you return from your holiday  
¶ Watering your plants  
¶ Mail sorting  
¶ Dry cleaning  
¶ Banking  
¶ Key cutting  
¶ Flowers  
¶ General hire returns  
¶ Tax disc purchase  
¶ Post and parcel collections  
¶ Delivery and collection of repaired household goods, shoes and clothes  
¶ Car servicing  
¶ Car repairs  
¶ Collection of urgent or forgotten items from your home or office, e.g. travel documents     
          or a presentation for a meeting  
 

Relocation  
Hoping for a stress free move?  It will be if you let us co-ordinate it for you.   

 

We will project manage every aspect, so all you have to do is relax and enjoy the experience of walking into 

your new home with everything in place. 
 

From removal companies, interior designers and cleaners to organising your children and ensuring you have 

electricity, water, and fresh groceries when you move in, we can cover it all.  

 

PA Services  
Are you a small business with too much administration to handle, or do you simply not have the time or  

manpower to organise everything you need to?   

 

We can help, arranging all aspects of your office for you. We can assign you your very own PA, for as long or 

as short a time as you like, giving you and your organisation flexibility and enabling you to concentrate on the 

most important aspects of your business.  

 

We can liaise with your clients on your behalf, as well as negotiate with suppliers. We can undertake anything 



from general correspondence, travel arrangements, date reminders, conferences and telemarketing campaigns 

to designing a completely new filing system for you! 

 

Bachelors  
An exclusive service designed for busy single men. 

 

From organising a trip for you and your friends to go to the Champions League Final or the RBS Six Nations 

Rugby, to an adventurous day playing polo or an intimate candlelit dinner and bespoke flowers, just provide us 

with you wish list and leave the rest to us.   

 

We will even organise your weekly domestic diary and important dates, run all your errands, buy your     

groceries, and book theatre tickets and restaurants for you. We will be your extra pair of hands, eyes and 

ears, and do all the thinking for you. 

 

Professional Ladies  
Another exclusive service designed for the professional time-poor lady.   

 

From organising a three-day holiday in the Mediterranean on board your own private yacht, to arranging a 

luxury spa weekend retreat, we can do all your planning for you, leaving you to concentrate on your career.   

 

If you work around the clock or away on business, we will organise every aspect of your life for you in your 

absence, liaising with your suppliers and home management services.  We can even look after your wardrobe, 

purchasing items that we know you will like, carrying out all the research and sourcing for you.   

 

From birthday dates, beauty treatments and hairdressers to theatre tickets, restaurants, groceries and      

personal shopping, let us take charge of your diary so you donõt have to.   

 

Date Reminders & Gift Management  
Remember when you missed an important date and how it felt to 

not have even sent a card?  How about the time you spent hours 

looking for that perfect gift but ended up buying nothing?  

 

By using this service, youõll never miss your important dates again, 

and your gifts will always be something to remember. Whatever the 

occasion, we will do all the researching and sourcing for you, finding 

the perfect gift for a special person, even wrapping and delivering it 

to its final destination.   
 

Domestic  
We offer a range of household management services, from general cleaning, ironing, laundry, window cleaning 

and utilities to waiting in for deliveries and servicemen when youõre not able to. 

 

If you have to be away from your home in an emergency and need someone to look after your home, we will 

ensure it is run efficiently in your absence. 

 

Home  
If you are going to be away from your home for a period of time, rest assured that we will look after it in 

your absence. 

 

We can organise a house-sitter, or just someone to check on your property every few days, ensuring that the 

lights are switched on and off, the curtains are drawn and that post is tidied away and stored securely. We 

can even stock up on groceries for your return or project manage works in your absence.  

 

These may include: 

 

¶ Interior designers  
¶ Caterers  
¶ General building ð carpenters, electricians, plasterers, plumbers, decorators  
         and carpet fitters  



¶ Heating engineers  
¶ Locksmiths and alarms  

 

Mind & Body  

If youõre having a hectic day at the office, we can arrange a       

personal masseur to help alleviate all that stress. We can even 

organise for you to have your own personal trainer in the      

comfort of your own home, where they can assist you with your   

exercise regime and advise you on your nutritional requirements.    

 
Alternatively, you may want to get away from it all and unwind for 

the weekend. Weõll arrange that for you too. 

 

Key-holding  
Our key-holding service allows us to gain access to your property at times 

specified only by you so that we can sign for deliveries, administer installations 

or organise emergencies and repairs in your absence.  

 

Childcare  
We work closely with leading childcare agencies who understand the daily 

pressures experienced by busy parents. Whether it be emergency or daily 

care that you need to organise, we will provide you with a superior service 

that you really can rely on. 

 

Executive Travel  
Imagine being picked up by a chauffeur-driven limousine and taken to the   

airport? This has to be the best way to travel to an important business    

meeting - refreshed, relaxed and arriving in style! Whatever your executive 

travel needs, let us take care of them for you. 

 

Personal Shopping  
You may know what you are looking for but donõt have time to collect it? Perhaps youõre desperate to give 

your wardrobe an overhaul and need a professional eye? We can arrange for you to be accompanied on your 

shopping trip and assist you with essential tips on styles and colours to suit you. 

 

Tailoring  
Whether you require a dress, suit or, quite simply, a whole new wardrobe, we can liaise with our bespoke 

tailors, who can advise you on the right style, colour and material for you, all from the comfort of your own 

home. 

 

Social Events  
Whatever type of event youõre looking to arrange, we can organise it for you; 

from a simple party for you and your friends to a corporate event or romantic 

wedding, we have the experience, knowledge and the contacts to ensure your 

special occasion will be an event to be remembered. 

 

Taking care of all the details for you and providing you with regular progress reports, we will  negotiate, liaise 

and co-ordinate with our suppliers on your behalf, giving you your time back. 

 

Motor  
From a Mini Cooper to an Aston Martin, we can assist you with all your motoring needs, whether they     

involve a minor repair, arranging an MOT or sourcing new or used cars. 

 

Luxury Holidays  
Luxury breaks provide essential stress relief for the time-poor professional. We can arrange a short city 

break for you or even have you collected in your own chauffeur-driven limousine and taken to the airport, 

where your private jet will be waiting to fly you to your exclusive destination! Itõs your choice. 



 

Travel Planning & Holidays  
Need to get away but have no time? We can help you. 

 

From budget flights to Spain to a long-haul trip to Hong Kong, 

we can arrange flights, accommodation, parking, transport and 

even get you to the airport on time. 

 

Working alongside specialist travel consultants, selected for 

their high level of service and industry knowledge, we can   

arrange those all important but time-consuming details for you. 

 

Financial Planning  
We work closely with independent financial advisors to offer 

you expert assistance when it comes to finances.  

 

You may want to review a particular aspect of your personal 

finances - perhaps your direct debits or standing orders - but 

donõt have the time to do it yourself.  Perhaps youõd like us to 

advise you on your investments, pensions, and mortgages? 

Whatever your requirements, we can carry out the legwork for 

you. Weõll find out whether youõre paying too much for a    

service, or perhaps recommend other service providers who 

are more cost effective, enabling you to better manage your 

money. 

 

Specialist Insurance  
Using specialist risk management and insurance services,      

specifically designed for busy people with complicated lifestyles, 

we offer a highly personalised service. With a superb range of 

specialist covers, our experts will deliver absolute peace         

of mind and ensure that your assets are properly protected.   

 

Encore Concierge Voucher Service  
Give someone you know their time back with a gift voucher from Encore Concierge. Please contact us for 

more details. 

 

Whatõs left to do? 
Thatõs it! Let us do the hard work for you while you enjoy your new-found freedom! 
 

For Encore Estate Management  

T: 01223 866980 

E: info@encoreestates.co.uk  

www.encoreestates.co.uk 

 

For Encore Concierge  

T: 0845 094 4071 

E: time@timelm.com  

www.encoreestates.co.uk/concierge 

 


