PERSONAL PROFILE

I have more than one year experience as an
Executive Virtual Assistant. I am motivated
and highly professional with 6 years of
experience in the United Arab of Emirates
as a Senior Travel Consultant, as well as 7
years of experience in the BPO Industry. I
am conscientious, a hard-working team
player, meticulous and highly organized.

&

HIGHLIGHTED SKILLS

o [Lixcellent verbal and written
communication skills

o Exemplary planning and time
management skills

 Ability to multitask and prioritize daily
workload

o Knowledge on online calendars and
scheduling

e Data / Online Research

A

CONTACT INFORMATION
Phone : +63 995-250-4018
Email: vanjyap1230@gmail.com
Website: https://629c825da4bs1.site123.me

~ EDUCATION

Saint Louis University
BSC - Marketing
March 2000

WORK HISTORY

Executive Virtual Assistant

Freelance
Dec 2021 - Jan 2023

Respond to emails and phone calls

Schedule meetings/appointments

Conduct online research

Create content and graphics to post on social media
channels.

Handle social media account

Handle Online business of my client

Executive Virtual Assistant - Project Base

Delta Consults Services
Nov 2022 - Dec 2022
Website Creation
Content Research
jontent Creation
Logo Design
Handle social media account

ESL Teacher

51 Talk
Oct 2020 - May 2022

o Teach Chinese learners English in fun online video lessons.
o Evaluate the learner's performance based on set guidelines.
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