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ABOUT ME

As a dedicated Executive Virtual Assistant with 3 years of hands-on experience, I'm
driven by a deep passion for helping professionals succeed by freeing them from the
daily overwhelm of administrative tasks. What started as a desire to support others in a
meaningful way has now evolved into a rewarding career where | can truly make a
difference in how businesses operate.

| specialize in administrative support, project management, client communication,
lead generation, appointment scheduling, customer support, and short-term rental
management—offering the hands-on support that allows you to focus on what you do
best. | work with tools like Asana, Trello, Slack, Google Suite, and Calendly to keep
projects organized and workflows streamlined.

| love the process of creating systems that improve efficiency and foster growth.
Whether I'm streamlining workflows, managing busy schedules, or handling complex
tasks, my goal is to provide value at every step. I'm not just here to help you get things
done—I'm here to make sure your business thrives.

Let's work together to build the systems that will support your success and help you
reach your goals.




MY ADMINISTRATIVE SKILLS

- Social Media Management
- Email management

- Appointment Scheduling
- Calendar Management
- File management

- Team management)

- Customer Support

- Project Management

- Short Term Rentals

- Travel Planning

- Lead Generation




WORKFLOW TOOLS PROFICIENCY

- Social Media Management: LinkedIn, Instagram

- Email management: Gmail, Outlook

- Appointment Scheduling: Google Scheduler, Calendly, Picktime,
Square, Acuity

- Calendar Management: Google Calendar, Microsoft Calendar

- File management: Google Doc. Sheet, Excel, Slide, PowerPoint,
Dropbox, Google form, Canva, gamma

- Team Management: Slack, Microsoft Teams, Skype, Loom, Whatsapp,
- Customer Support: Zendesk, Freshdesk, Livechat, Intercom, HubSpot
- Project Management: ClickUp, Monday.com, Asana, Trello

- Short Term Rentals: Airbnb, Zillow, Realtor, Hospitable, Booking.com
- Travel Planning: Kayak, Cheapoair, Google Flight

- Lead Generation: LinkedIn, Apollo.io, lead scraper

- Automation: Zapier
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APPOINTMENT SCHEDULING

PROBLEM SOLVED WORK TOOLS

Picktime
- Reduce . - Google Calendar
Overbooking and - Google Scheduler
Scheduling Conflict - Calendly
- Increased - Picktime
Productivity and
Focus
- Better Work-life
Balance

- Supports Different
Appointment Types

Colendlg



WORK TOOLS

- Google Calendar
- Google Scheduler
- Calendly
- Picktime

PROBLEM SOLVED

- Reduce
Overbooking and
Scheduling Conflict
- Increased
Productivity and
Focus
- Better Work-life
Balance

Supports Different
Appointment Types

GOOGLE CALENDAR
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CALENDAR MANAGEMENT
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WORK TOOLS

- Google Calendar
- Google Scheduler
- Calendly
- Picktime

PROBLEM SOLVED

- Reduce
Overbooking and
Scheduling Conflict
- Increased
Productivity and
Focus

- Better Work-life
Balance

- Supports Different
Appointment Types
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CALENDAR
MANAGEMENT
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[®] You are sharing another application window, m —_

@ Calendly «

Chisom lkeh

. https://calendly.com/chisomikeh
+ Create

¢ Event types ] (]

) Scheduled events Accountability REHEARSAL Agric Dept meeting

1 hr, One-on-0One 1 hr, One-on-One 1 hr, One-an-0One

o Workflows View booking page View booking page View booking page

[ Copy link ! Copy link CJl Copy link

2 Routing

»

Upgrade your subscription
Get even more of the Calendly
features you need.

(0 Availability

Getting started

22 Integrations & apps



c picktime.com/app#calendar/s/d/ 20240201 /all/allTeam 1 A & il |

Chisom C J l en d ar 1::] + New Appointn

All Locations  ~ All Team hu, Feb Lst, 2024 Weekly | Daily | Montl

229 Customers B Chisom Ikeh 8. Basilia 8. Kim
Service Setup

SErvices

Classes

9:30am
Resources

n 10am
nA n, Team
)

i ]

10:30am
@ Locations
s

; 1lam L0 - 1130
.r"'F: Y Online Booking Dental care with Uju Peters BAKING CLASS with Peace Njide

11:30am
oy




WORK TOOLS

- Gmail
- Microsoft Outlook
- Yahoo mail

PROBLEM SOLVED

- Reduced
Overwhelm

- Increased
Productivity and
Focus

- Better Work-life
Balance

- Improved Client
Relationship

EMAIL MANAGEMENT

Outlook
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WORK TOOLS

- Slack
- Microsoft Teams

PROBLEM SOLVED

- Improved Morale
- Enhanced
Productivity and
Efficiency

- Conflict
Mitigation

- Clear
Communication

- Goal Alignment

TEAM MANAGEMENT
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WORK TOOLS

- Trello

- ClickUp

- Monday.com
- Asana

PROBLEM SOLVED

- Reduced
Bottleneck

- On-Time Delivery
- Budget
Optimization

- Improved Clarity

PROJECT MANAGEMENT
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WORK TOOLS

- Zendesk
- Freshdesk
- HubSpot
- Intercom

PROBLEM SOLVED

- Faster Response
Time

- Increased
Customer
Satisfaction

- Faster Response
Time

- Proactive
Engagement

CUSTOMER SUPPORT
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WORK TOOLS

- Booking.com
- Airbnb

- Kayak

- Cheapoair

- Zillow

PROBLEM SOLVED

- Streamlined
Processes

- Time Saving

- Cost Reduction
- Emergency
Handling

TRAVEL PLANNING
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SUBJECT: Travel Options: Chicago to Miami & Return ( Dec 12-19)

Hi Smith,
| hope this message finds you well!

I've carefully researched and compiled three travel options for your trip from Chicago to
Miami and return.

Below are the details for your review:

e Flight Options: Economy Class
e Note: Please let me know if you have any specific preferences or requirements

OPTION 1: FRONTIER

DEPARTURE FLIGHT: CHICAGO (MDW) - MIAMI (MIA)
FLIGHT TIME: 7:25am-11:38 am

DURATION OF FLIGHT: 3h 13m
FLIGHT NAME: FRONTIER 2110 (AIRBUS A320NEO)
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® House for rent

Special offers  Overview Facts and features Price history >

T

=

@ Special offer! Get $500 off your first months rent
when you sign up before October 1, 2024. "Just bring
your clothes”, fully furnished home for only $100 more

per month ($2850 per month).

Fast & easy Zillow application.

9 This property accepts Zillow applications. Click

R e e e I L e e e e [l e e e e e S




REALTOR.COM

ﬁ}‘ﬂﬂ]t{]]f‘_ﬂ{]m" Buy Sell Rent Mortgage Find Realtors My Home News & Insights Manage rental

{ Back | Los Angeles, CA X @ Apartments » California » Los Angeles County > Los Angeles > 5817 Le
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AI R D N A Calculator v  Enter an address e

@ United States Market Listings Amenities For Sale

Property Earning Potential & Download PDF

9532 Riverton Rd, Dallas, TX 75218, USA
Market: Dallas Market Score: 85 Type: Suburban

; B 2bed v jﬁ 2 Bath v: 2 4Guests v | Update

$44.6K 61% $201

Projected Revenue (i) Occupancy (i) Average Daily Rate (i)
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