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INTRODUCTION

u for visiting my portfolio. I'm a dedicated
rtual 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, skKills,

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, | help streamline daily operations and
enhance customer satisfaction.

Skilled in tools like Google Workspace, Notion, Zendesk, HubSpot,
Calendly, and ClickUp, | bring a tech-savvy, organized, and proactive
approach to every task. Whether it's handling customer inquiries,
managing schedules, or coordinating projects, | focus on delivering
timely, high quality results that free up your time and drive business
success.
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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
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LEAD GENERATION &
_ SALES SUPPORT
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Mot verified Send automatic email

HI # Don't Miss Out: Your Game-Changer Is Hera

Hi,
Are you tired of [insert their common pain point e.g., wasting
hours on tasks, juggling too many tools, or missing key
opportunities]?

We've created the perfect sofution just for you — introducing
[Product/Service Name], designed to help you [insert main
benefit: save time, grow your business, get results faster,
atc.).

Here's what makes us different:

¥ [Unigue Feature #1]

¥ [Unigue Feature #2]

¥ [Mazin Benefit or Result They'll See]

Imagine this: less stress, more productivity, and finally
getting back your time all without breaking the bank.
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CUSTOMER SUPPOR'T
MANAGEMENT
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GOOGLE TOOLS EXPERT
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EMAIL CAMPAIGNS & MARKETING
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CRM SETUP,.OPTIMIZATION &
MANAGEMENT
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INBOX MANAGEMENT
CLIENT COMMUNICATION
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CALENDAR., TASK MANAGEMENT
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WORKFLOW AUTOMATION & SYSTEM INTEGRATION
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WEB DEVELOPMENT & LANDING PAGE
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PROJECT COORDINATION & TOOLS MANAGEMENT
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CRM TOOLS MANAGEMENT
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EVENT PLANNING & TRAVEL ITINERARIES
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B Tab1 : £ Traveler Name: [ABIOLA BELLO]
¥¢ New Jersey Trip Itiner... [i] Travel Date: Monday, June 30, 2025
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WEDDING EVENT PLANNING FOR TOBILOBA AND ABIOLA 2025 % b & )
File Edit View Insert Format Tools Extensions Help

Q 6 @ & A § 10% v  Normaltet ~ | Aial =~ | —[16]+ | B I U A 2 o @ @ E- 1=z

=III III-}III III‘I’-III IIIT‘III IIII';IIII III?III IIIE;\IIIv

N WEDDING EVENT PLANNING FOR TOBILOBA AND ABIOLA

2025

Document tabs

E Tab1

| @ Key Wedding Details @ KEY WEddlng Details

[ 4-Week Timeline = Date: Saturday, July 26
Week 1: Planning & Boo... Guest Count: 200
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GRAPHIC DESIGN ( CANVA )
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Let's Work logether
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: BELLOABIOLA&S26@GMAIL.COM
PHONE NUMBER:+2348167 702717

LOOKING FORWARD TO WORK WITH YOU.




