
Virtual Assistant

Managed and set up CRM and automations utilizing

ClickUp.

Efficiently managed multiple business email

accounts and responded to customer inquiries in a

timely manner. 

Booked wedding vendors, sent invoices, and

collected payments from customers via PayPal.

Maintained and organized highly confidential

documents. 

Oversaw and tracked recordkeeping practices. 

Provided ongoing support for busy entrepreneurs.

2 0 2 0  -  2 0 2 1

Customer Database Management

Email & Calendar Management

Data Research 

Data Entry/Compilation

Powerpoint Presentations
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An analytical yet amiable Virtual

Associate with expertise in

Administrative Support, Email and

Calendar Management

W O R K  E X P E R I E N C E

P H I L O S O P H Y

" S U C C E S S  I S  T H E  P R O D U C T  O F  D A I L Y  H A B I T S —

N O T  O N C E - I N - A - L I F E T I M E  T R A N S F O R M A T I O N S . "  
                                       - J A M E S  C L E A R

E D U C A T I O N  B A C K G R O U N D
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