Kiana Elizalde

About Me

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.




execut
execut

- mpower startup founders and busy
Ives by providing seamless
Ve assistance and marketing

support. My goal is to eliminate
Inefficiencies, streamline operations,
and help leaders focus on what truly
matters—growing your business.

e Holistic Support

e Efficiency-Driven

e Strong Communication

Kiana

WORKS

e Growth-Oriented



Executive Admin & Support




Sample admin tasks
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Marketing & Communications

Heading Tags
Paragraph Tag

Line Break Tag
Center Tag
Horizontal Rule Tag

Preserve Formatting Tag

Non-breaking Space

Listing Tags <ul> and </ul>
® Unordered Listing: <ul>
e Ordered Listing: <ol>
e List ltem: <li>

HTML Basic Tags
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TEACHER OF
THE MONTH

-ELEBRATING EXCEPTIONA
TEACHERS

Mominate a teacher here

I - s teamed up with t
—to honor the outstanding teachers in our

community. Vioting for the 2024-25 season is now open!

Nominate a deserving teacher in the tri-county area for .
Teacher of the Month award and they could receive suite

ckets toa A ispecial recognition duri

the game, VIP parking, and more!

et's celebrate the incredible contributions teachers make i

shaping future innovators.

Mominate a teacher here!
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i

CELEBRATING EXCEPTIONAI
TEACHERS

Nominate a teacher here

e has teamed up with th
i wervers to honor the outstanding teachers in our
community. Voting for the 2024-25 season is now open!

Nominate a deserving teacher in the tri-county area for |
Teacher of the Month award and they could receive suite
licketstoa K ..., 4 special recognition durin

the game, VIP parking, and more!

Let's come together to celebrate the incredible contribution

teachers make in shaping future innovators.

ample email campaigns
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Project & Task Coordination

Design & Visuals




holiday season

We offer custom-cut, high-quality LED lights tailored
to fit your property perfectly.

Our comprehensive service includes design,
installation, takedown, and storage, ensuring a
hassle-free experience for you.

¥d Serving Carmel, Fishers, Westfield, and
surrounding areas in Indiana.

O @17)537-0887 turf-kings.com

TurfKings

You and a guest are cordially invited

A Celebration
of Teaching

Honoring Tindoannrdnoiuwan | Ideas with IMPACT
2024-25 Grant Recipients

Raise a glass with us as we honor nhernnirnatannaaul 40th Anniversary

Tuesday, February 4, 2025 at 5:30 - 8:00 p.m.
Miami Dade College, Hialeah Campus
1780 W 49th Street, Hialeah

Light Bites | Wine | Beer

Please RSVP to :cibbhwivardadataim o ¢ o 7

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



Tools/Applications/Software Used

Google Workspace
o Google Docs
Google Slides
Google Sheets
Google Forms
Calendar
o Gmall
Microsoft Office
o Word
Excel
PowerPoint
Outlook
Teams
SharePoint
Adobe Acrobat
Dropbox

Canva
Hovercode
WordPress
Scribe Al
OpenAl
Claude Al
Hovercode
Muckrack

Asana

Click Up
Monday

Go High Level
Crisp

Loom

Zoom

Hootsuite

Buffer

Meta Business Suite
Constant Contact
Clockify

Discord
WhatsApp

Otter Al

Fathom

Descript

Capcut

Adobe InDesign
Adobe Express




