Greetings,

I am excited to apply for the Virtual Assistant position at [Company Name]. As a
graduate with a two-year diploma in Computerized Accounting and a professional with
training in virtual assistance and social media management, I bring a strong foundation
of technical and administrative skills to support your business needs.

In my previous roles as a Document Controller and Retail Cashier, I developed
exceptional organizational, multitasking, and customer service skills. These experiences,
combined with my passion for learning and adaptability, make me confident in my
ability to excel in a virtual assistant role. Below are some key strengths I bring to the
table:

« Administrative Expertise: Proficient in Microsoft Office, Google Workspace,
and Canva for creating professional documents, spreadsheets, and presentations.

« Social media: Skilled in promoting products and content, crafting promotional
campaigns, and aligning strategies with a brand's vision.

« Organizational Skills: Experienced in clerical tasks such as sorting and
managing correspondence and maintaining accurate records of financial
transactions.

« Customer Interaction: Adept at engaging with clients and resolving inquiries
with professionalism and care.

I am a fast learner, detail-oriented, and committed to delivering high-quality results. I
take pride in fostering long-term professional relationships and contributing positively to
team environments.

I would welcome the opportunity to discuss how my skills and experiences align with
your company’s needs. I am available for an interview at your earliest convenience and
can be reached at cristymariefuentes27.va@gmail.com or +639292671874.

Thank you for considering my application. I look forward to the opportunity to
contribute to your team.

Best regards,
Cristy Marie Fuentes



