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Professional Summary
Detail-oriented Virtual Assistant with 6 years of experience providing administrative, technical, and creative support to businesses and entrepreneurs. Skilled in managing schedules, handling customer communication, data entry, and optimizing workflows to improve efficiency.
Professional Experience
Virtual Assistant - ABC Consulting Services
May 20XX–Present
· Manage executive calendars, appointments, and travel arrangements by coordinating schedules, booking meetings, and ensuring all commitments are organized efficiently
· Handle client communications and respond to inquiries promptly through email, chat, and phone, maintaining a professional and courteous tone
· Organize digital files and maintain accurate records by implementing structured filing systems and regularly updating important documents
· Assist with social media scheduling and content posting by preparing posts, monitoring engagement, and ensuring consistency across platforms
· Support project coordination and task tracking by collaborating with team members, updating progress reports, and ensuring deadlines are met

Administrative Assistant (Remote) - Bright Solutions Ltd.
Feb 20XX– May 20XX
· Provided comprehensive administrative support to a team of over 10 staff members, ensuring smooth daily operations and effective communication across departments
· Managed multiple email inboxes, prioritized correspondence, and coordinated scheduling of meetings, appointments, and virtual conferences
· Performed accurate data entry tasks and maintained up-to-date records within CRM systems to support business operations and client management
· Prepared detailed reports, professional presentations, and various business documents to assist management in decision-making processes
· Assisted with customer service by responding to inquiries via email and chat, resolving issues promptly while maintaining a high level of client satisfaction

Education
Diploma in Business Administration
City University, Citytown, State
Graduated May 20XX

Certifications
· Virtual Assistant Training Certification
· Microsoft Office Certification

Skills
· Email and calendar management
· Data entry and database management
· Customer support (chat, email, phone)
· Social media management
· Microsoft Office & Google Workspace
· Project management tools (e.g., Trello, Asana)
· Basic bookkeeping
· Time management and organization
· Strong attention to detail and accuracy
· Ability to work independently and meet deadlines
· Excellent written and verbal communication skills
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