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WELCOME 

I Christiana Ini-Ima, is a dedicated professional with extensive expertise in customer service,
administration, and virtual assistance. As a Certified Customer Service Representative, I bring a
wealth of knowledge in delivering exceptional client support and maintaining high standards of
service quality. 

With a strong background in administrative duties, I excels in organizing, coordinating, and 
managing various office operations efficiently. My attention to details and systematic 
approach ensure smooth workflow management and effective task completion.

As a Virtual Assistant, I leverage digital tools and technologies to provide remote support services,
demonstrating adaptability and proficiency in online collaboration. My combined skills makes me a
versatile professional capable of handling diverse responsibilities while maintaining excellence in
service delivery.
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Travel Planning

Meeting Agenda 

Email and Schedule Management 

spreadsheet maintenance, data verification
& validation, data cleaning, form
processing, records digitization.

Email sorting and organization, inbox 
management, calendar scheduling, 
appointment coordination, reminder setup, 
email drafting and responses, priority 
flagging, follow-up tracking, and meeting 
scheduling assistance.

Meeting agenda preparation, minutes 
taking, action item tracking, agenda 
distribution, participant coordination, 
meeting documentation, presentation 
preparation, and post-meeting follow-up 
management. 

Flight and accommodation booking, 
itinerary planning, transportation 
arrangements, visa assistance, travel 
insurance coordination, restaurant 
reservations, activity bookings, and travel 
expense tracking
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Data entry & documentation tasks, 
document management, database updates, 

Data Entry

Handling customer inquiries, complaint 
resolution, order processing, service quality 
monitoring, client feedback management, 
customer satisfaction surveys, product 
information support, technical 
troubleshooting assistance, service 
escalation management and customer 
relationship building.

Customer Support 

 SERVICES

Calendar & scheduling management, email
management & organization, meeting
coordination & support, travel arrangements,
administrative support  research & analysis,
project management assistance, document
preparation & editing.

Virtual Assistant 
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Calendar Management
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Meeting Scheduling
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Data Entry
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Customer Support
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Project Management


