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C O N T A C T

P R O F E S S I O N A L  E X P E R I E N C E

E D U C A T I O N
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Coordinated reports across departments including Sales,
Marketing, and Business Support,  ensuring smooth
communication and accurate data management.
Managed executive calendars,  meetings,  and travel
arrangements with a focus on efficiency and time
management.

Managed social media content (Facebook, Instagram,
TikTok) to boost brand presence.
Handled client communications via chat and email,  ensuring
timely support.
Created marketing materials and reached out to suppliers
for potential collaborations.

E X E C U T I V E  A S S I S T A N T
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S T .  S C H O L A S T I C A ' S  C O L L E G E ,
M A N I L A  

B A C H E L O R  O F  A R T S  I N  M A S S
C O M M U N I C A T I O N  M I N O R  I N
A D V E R T I S I N G

O B J E C T I V E

Email and social media management
Excellent time management skills
Resourceful and detail  oriented
Knowledgeable in Google,  Microsoft and other CRM apps
Self motivated and can work with a team
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Highly motivated and results-driven Executive Assistant with

extensive experience supporting senior executives,  managing

cross-functional  communications,  and ensuring smooth

operations across departments.  Eager to contribute my

organizational  skil ls ,  proactive approach,  and enthusiasm for

career growth to assist .

T E A M M A T E  ( C U S T O M E R  S E R V I C E )

I d e n t i f y i n g  a n d  a s s e s s i n g  c u s t o m e r s '  n e e d s  t o  a c h i e v e
s a t i s f a c t i o n .
H a n d l e d  a n d  r e s o l v e d  i n c o m i n g  o r  o u t g o i n g  c u s t o m e r
i n q u i r i e s  t h r o u g h  v a r i o u s  s u p p o r t  c h a n n e l s  s u c h  a s  v o i c e ,
e m a i l ,  &  c h a t .
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E X E C U T I V E  A S S I S T A N T

M a n a g e d  V P ’ s  c a l e n d a r ,  s c h e d u l i n g  m e e t i n g s  a n d
e n s u r i n g  e v e n t  c o m m u n i c a t i o n .
A s s i s t e d  w i t h  e v e n t  p l a n n i n g ,  v e n d o r  c o o r d i n a t i o n ,  a n d
c l i e n t  c o m m u n i c a t i o n .
P r e p a r e d  r e p o r t s ,  p r e s e n t a t i o n s ,  a n d  m a t e r i a l s  f o r
m e e t i n g s  t o  s u p p o r t  e v e n t  e x e c u t i o n .
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P E R S O N A L  A S S I S T A N T

Cavite, Philippines

R E F E R E N C E S  A V A I L A B L E
U P O N  R E Q U E S T .


