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Welcome to my

portfolio



Hello there, I’m Omolara Gabriel, a reliable and result driven Virtual Assistant with a passion for

helping professionals and teams stay organized, productive, and ahead of schedule.

I specialize in streamlining digital workflows using industry-trusted tools like: Google Workspace |

Notion | Trello | Clickup | Pipedrive | Asana | Calendly

I’m here to support your day-to-day operations so you can focus on the bigger picture. I bring a

thoughtful approach to every task, working with confidentiality, efficiency, and a proactive mindset.

Whether it’s: 

Managing your inbox and calender

Organizing digital files and documents

Handling data entry and follow-ups

Scheduling meetings and automating tasks

Supporting your CRM and project management needs.

I’m here to support your day-to-day operations so you can focus on the bigger picture. I bring a

thoughtful approach to every task, working with confidentiality, efficiency, and a proactive mindset.

ABOUT



I specialize in streamlining
workflows and boosting
productivity by managing
emails, schedules, documents,
tasks, and customer
relationships using tools like
Google Workspace, Notion,
Trello, Asana, HubSpot,
Zendesk, Calendly, and more.

SKILLS & EXPERIENCES 

03 Favour Omolara Gabriel

Document Management:
Google Document,

Spreadsheet and Forms
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Presentation Management:

Google Presentation

Task Management: Click up,

Monday.Com

Customer Relationship

Management (CRM): Pipedrive,

Freshdesk

Appointment Management:

Calendly

Email Management: Gmail



DOCUMENT MANAGEMENT: GOOGLE
DOCUMENT



05DOCUMENT MANAGEMENT: GOOGLE
SPREADSHEET 



DOCUMENT MANAGEMENT: GOOGLE
FORMS



PRESENTATION MANAGEMENT :
GOOGLE PRESENTATION

MANAGEMENT 



PRESENTATION
MANAGEMENT : CANVA



TASK MANAGEMENT: CLICKUP



TASK MANAGEMENT:  NOTION



11 TASK MANAGEMENT:  ASANA



08 TASK MANAGEMENT:  MONDAY.COM
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TRELLO



SLACK



EMAIL MANAGEMENT : GMAIL



CALENDLY



Thank you for reviewing my portfolio.
 I am committed to delivering reliable, detail-oriented

administrative support that enhances operational efficiency.
 I look forward to the opportunity to contribute to your business

success.

Abuja, Nigeria
09036227302
gabrielomolara1@gmail.com
http://gabrielomolara1.wixsite.com/naviron-up
@gabrielomolara1.wixsite

CONTACT
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