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INTRODUCTION

Thank you for visiting my portfolio. I’m a dedicated

Virtual Assistant and Customer Support Specialist,

passionate about helping businesses stay organized,

efficient, and connected. From managing schedules

and streamlining operations to delivering exceptional

client support, I’m here to make your workload lighter

and your success greater. Explore my services, skills,

and achievements, let’s create something amazing

together!



ABOUT ME
I’m a highly motivated and results driven Virtual Assistant and Customer

Support Specialist with a passion for supporting businesses,

entrepreneurs, and busy professionals. With proven expertise in

administrative support, email and calendar management, client

communication, and CRM systems, I help streamline daily operations and

enhance customer satisfaction.

Skilled in tools like Google Workspace, Notion, Zendesk, HubSpot,

Calendly, and ClickUp, I bring a tech-savvy, organized, and proactive

approach to every task. Whether it’s handling customer inquiries,

managing schedules, or coordinating projects, I focus on delivering

timely, high quality results that free up your time and drive business

success.



SKILLS & EXPERTISE

CUSTOMER SUPPORT MANAGEMENT

CRM MANAGEMENT & IMPLEMENTATION

DATA ENTRY & DOCUMENTATION

LEAD GENERATION & SALES SUPPORT

EMAIL CAMPAIGN & MARKETING

INBOX & CALENDAR MANAGEMENT

GOOGLE TOOLS EXPERT

CRM TOOLS EXPERTISE



SKILLS & EXPERTISE

WEB DEVELOPMENT

PROJECT COORDINATION & LANDING PAGE

EVENT PLANNING & TRAVEL ITIINERARY



DATA ENTRY & DOCUMENTATION

PROJECT 1 PROJECT 2 PROJECT 3



LEAD GENERATION &
SALES SUPPORT



CUSTOMER SUPPORT
MANAGEMENT



GOOGLE TOOLS EXPERT



EMAIL CAMPAIGNS & MARKETING



CRM SETUP,OPTIMIZATION &
MANAGEMENT



INBOX MANAGEMENT
CLIENT COMMUNICATION 



CALENDAR, TASK MANAGEMENT



WORKFLOW AUTOMATION & SYSTEM INTEGRATION



WEB DEVELOPMENT & LANDING PAGE



PROJECT COORDINATION & TOOLS MANAGEMENT



CRM TOOLS MANAGEMENT



EVENT PLANNING & TRAVEL ITINERARIES



GRAPHIC DESIGN ( CANVA )



Let’s Work Together
 Thank you for taking the time to explore my portfolio. I’m excited about the opportunity to
support your business with reliable, efficient, and professional virtual assistance. Whether

you need help with customer support, scheduling, project coordination, or streamlining daily
operations I’m here to help you stay organized and focused.

Let’s connect and bring ease and excellence to your workflow.
Ready when you are

EMAIL; BELLOABIOLA826@GMAIL.COM
PHONE NUMBER;+2348167752717

LOOKING FORWARD TO WORK WITH YOU.


