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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 I can truly make a
difference in how businesses operate.

I 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. I work with tools like Asana, Trello, Slack, Google Suite, and Calendly to keep
projects organized and workflows streamlined.

I 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.

ABOUT ME



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 





APPOINTMENT SCHEDULING 

- Google Calendar 
- Google Scheduler
- Calendly
- Picktime

WORK TOOLS

- Reduce
Overbooking and
Scheduling Conflict 
- Increased
Productivity and
Focus 
- Better Work-life
Balance 
-  Supports Different
Appointment Types

PROBLEM SOLVED



GOOGLE CALENDAR 

- Google Calendar 
- Google Scheduler
- Calendly
- Picktime

WORK TOOLS

- Reduce
Overbooking and
Scheduling Conflict 
- Increased
Productivity and
Focus 
- Better Work-life
Balance 
-  Supports Different
Appointment Types

PROBLEM SOLVED



CALENDAR MANAGEMENT 



CALENDAR DAILY VIEW

- Google Calendar 
- Google Scheduler
- Calendly
- Picktime

WORK TOOLS

- Reduce
Overbooking and
Scheduling Conflict 
- Increased
Productivity and
Focus 
- Better Work-life
Balance 
-  Supports Different
Appointment Types

PROBLEM SOLVED





CALENDAR
MANAGEMENT 



GOOGLE
SCHEDULER 



CALENDLY



PICKTIME



EMAIL MANAGEMENT 

- Gmail 
- Microsoft Outlook 
- Yahoo mail 

WORK TOOLS

- Reduced
Overwhelm
- Increased
Productivity and
Focus 
- Better Work-life
Balance 
-  Improved Client
Relationship 

PROBLEM SOLVED



 GMAIL



GMAIL SETTINGS



FILE MANAGEMENT 

- Google Doc 
- Google Form 
- Google Slide 
- Google Drive
- Google Sheets
- Dropbox

WORK TOOLS

- Reduce Time
Wastage 
- Enhanced Security 
- Improved
Collaboration 
-  Streamlined
Processes 

PROBLEM SOLVED



 GOOGLE DOCS 



DROPBOX



GOOGLE FORM 



GOOGLE FORM FEEDBACK
ANALYSIS 



TEAM MANAGEMENT 

- Slack 
- Microsoft Teams 
- Loom
- Skype 

WORK TOOLS

- Improved Morale 
- Enhanced
Productivity and
Efficiency 
- Conflict
Mitigation 
-  Clear
Communication 
- Goal Alignment 

PROBLEM SOLVED



SLACK 



MICROSOFT TEAMS



GOOGLE MEET



ZOOM



PROJECT MANAGEMENT 

- Trello
- ClickUp 
- Monday.com
- Asana

WORK TOOLS

- Reduced
Bottleneck 
- On-Time Delivery 
- Budget
Optimization 
- Improved Clarity

PROBLEM SOLVED



TRELLO 



TRELLO 



CLICKUP 



MONDAY.COM



CLICKUP 



CUSTOMER SUPPORT 

- Zendesk 
- Freshdesk 
- HubSpot 
- Intercom

WORK TOOLS

- Faster Response
Time 
- Increased
Customer
Satisfaction 
- Faster Response
Time 
- Proactive
Engagement 

PROBLEM SOLVED



HUBSPOT 



FRESHDESK 



TRAVEL PLANNING 

- Booking.com
- Airbnb
- Kayak
- Cheapoair 
- Zillow 

WORK TOOLS

- Streamlined
Processes  
- Time Saving  
- Cost Reduction 
-  Emergency
Handling 

PROBLEM SOLVED



CHEAP0AIR



KAYAK 



TRAVEL RESEARCH 



ZILLOW 



REALTOR.COM



AIRDNA



Email: ikehchisom17@gmail.com
Phone: +2348069407024

linkedin URL: www.linkedin.com/in/chisom-ikeh
CONTACT ME

THANK YOU FOR
VIEWING MY

PORTFOLIO 


