
I’m a Marketing and Executive Assistant with
3 years of experience supporting fast-paced

teams and busy entrepreneurs. I’ve worked
across admin, marketing, and creative tasks

—designing social media graphics, media
kits, and reports. I’m resourceful, tech-savvy,

and comfortable working remotely.

About Me



Holistic Support
Efficiency-Driven
Strong Communication
Growth-Oriented

Empower startup founders and busy
executives by providing seamless
executive assistance and marketing
support. My goal is to eliminate
inefficiencies, streamline operations,
and help leaders focus on what truly
matters—growing your business.



Calendar & Inbox
Management

Document & File
Organization

Travel Planning

Executive Admin & Support
Contact & CRM

Updates

Meeting Prep &
Coordination

Drafting Reports &
KPI Tracking



Sample admin tasks

*Some text and images have been blurred
out and/or omitted for confidentiality

Data entry and lead sourcing

Travel option sourcing
Updating client/customer contact

information using GHL



Email Campaigns

Presentation Design

Website Content
Updates

Marketing & Communications



Sample email campaigns

*Some text and images have been blurred
out and/or omitted for confidentiality



Sample
email
headers

LOGO HERE LOGO HERE

*Some text and images have been blurred
out and/or omitted for confidentiality



Project Management
Tools Progress TrackingTeam Coordination

Project & Task Coordination

Design & Visuals
Social Media

Graphics
Media/PR Report

Templates
Basic Web Elements
(e.g., headers, slides)



Sample
flyers

*Some text and images have been blurred
out and/or omitted for confidentiality



Tools/Applications/Software Used
Google Workspace

Google Docs
Google Slides
Google Sheets
Google Forms
Calendar
Gmail

Microsoft Office
Word
Excel
PowerPoint
Outlook
Teams
SharePoint

Adobe Acrobat
Dropbox

Canva
Hovercode
WordPress
Scribe AI
OpenAI
Claude AI
Hovercode
Muckrack
Asana
Click Up
Monday
Go High Level
Crisp
Loom
Zoom

Hootsuite
Buffer
Meta Business Suite
Constant Contact
Clockify
Discord
WhatsApp
Otter AI
Fathom
Descript
Capcut
Adobe InDesign
Adobe Express


