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E-COMMERCE SPECIALIST ASSISTANT  | 
JAN 2023 - MAY 2023
DEPICTIONA

Shopify web design and development -
www.depictiona.co.uk
Product Research
Product Listing and Designing product mockups
Social media management - gained 1k+ followers in a
month
Graphic Designs - branding and mock-ups

GENERAL VIRTUAL ASSISTANT | JUNE 2022 - JAN 2023 
ZIVKOFIT

General ad hoc tasks 
Administrative and office works
Social Media Management 
Client Management

E-COMMERCE VIRTUAL ASSISTANT | MAY 2023- DEC 2024
ONE STOP GARDEN SHOP

Wix E-Commerce Website Development
     www.onestopgardenshop.co

General ad hoc tasks 
E-Commerce Sites Operational Management
Graphic Design 
Content Writing 
Social Media Management 

W H A T  I ' M  G O O D  A T
V i r t u a l  A s s i s t a n c e  
S o c i a l  M e d i a
M a n a g e m e n t
G r a p h i c  D e s i g n s
W e b  D e v e l o p m e n t
C o n t e n t  W r i t i n g

G R A P H I C  D E S I G N  
O N E - T I M E  P R O J E C T S

P i t c h  D e c k
P r e s e n t a t i o n
( E x p e r t i s e )
B r a n d i n g
S o c i a l  M e d i a  l a y - o u t
S o c i a l  M e d i a  p o s t s
P U B M A T

S O C I A L  M E D I A
M A N A G E M E N T  P R O J E C T S

C o n t e n t  P l a n n i n g
C o p y w r i t i n g  
C o n t e n t  C r e a t i o n  
C o n t e n t  S c h e d u l i n g
A n a l y t i c s  M o n i t o r i n g
D a i l y ,  W e e k l y ,  M o n t h l y
R e p o r t i n g

SOCIAL STUDIES INSTRUCTOR | NOV 2024 - FEB 2025
ADAMSON UNIVERSITY

Develop and deliver engaging lectures in social sciences.
Create lesson plans and assess student performance.
Mentor students and provide academic guidance.
Conduct research and stay updated in the field.



S A L E S  A S S O C I A T E  A N D  C O - F O U N D E R   |  2 0 2 0  -
2 0 2 2
O N L I N E  B U S I N E S S  S H O P

M a n a g e d  w e e k l y  i n v e n t o r y
S o c i a l  M e d i a  M a n a g e m e n t
C o n t e n t  W r i t i n g
S e n d  i n v o i c e s  a n d  r e c e i p t s  t o  b u y e r s
A t t e n d  c o n c e r n s  i n  r e g a r d  t o  s h i p m e n t  a n d
p a y m e n t s

G E N E R A L  V I R T U A L  A S S I S T A N T  | M A Y  2 0 2 0  -
J A N  2 0 2 1  
M O R R I S  L A L O S H I ,  C E O   

A d m i n i s t r a t i v e  t a s k s
C a l e n d a r  m a n a g e m e n t  ( W e e k l y  s c h e d u l i n g )
E m a i l  M a n a g e m e n t
D a t a  R e s e a r c h  
C o n t e n t  W r i t i n g
B a s i c  g r a p h i c  d e s i g n s  

E X E C U T I V E  A S S I S T A N T  |  F E B  2 0 2 1  -  J A N  2 0 2 2
G R E A T  P E R H A P S

G e n e r a l  a d  h o c  t a s k s  
C l i e n t  o u t r e a c h
G r a p h i c  D e s i g n s
P o w e r P o i n t  P r e s e n t a t i o n  D e s i g n s
A d m i n i s t r a t i v e  a n d  o f f i c e  w o r k s
D a t a  R e s e a r c h
C o n t e n t   W r i t i n g
S o c i a l  M e d i a  M a n a g e m e n t  

B A C H E L O R  D E G R E E |  2 0 2 0 - 2 0 2 4
B A C H E L O R  O F  S E C O N D A R Y  E D U C A T I O N  M A J O R
I N  S O C I A L  S C I E N C E S

E D U C A T I O N A L  B A C K G R O U N D

T E C H N I C A L  S K I L L S
S l a c k s
W h a t ' s  A p p
T e l e g r a m  
D i s c o r d  
A s a n a  
T r e l l o
N o t i o n
M o n d a y  
M e i s t e r  T a s k s  
G o o g l e  S u i t e s
M i c r o s o f t  O f f i c e s  
W i x
S q u a r e s p a c e
F i g m a  
C a n v a  ( Exper t )
S m a r t m o c k u p s
P o w t o o n
F i l m o r a
A d o b e  I l l u s t r a t o r
A d o b e  P h o t o s h o p
W a v e  A c c o u n t i n g  
Q u i c k B o o k s
Z o h o
F r e s h b o o k s  
A m a z o n
e B a y
E t s y
S h o p i f y  
F r u u g o  
P l a n a b l e  
H o o t s u i t e

P E R S O N A L  S K I L L S
T i m e  M a n a g e m e n t   
C r e a t i v i t y
P r o b l e m  S o l v i n g  
P u n c t u a l
L e a d e r s h i p
T e a m  W o r k
S e l f - D i s c i p l i n e

I N T E R E S T
J o u r n a l  a n d
S c r a p b o o k
O n l i n e  g a m e s  
R e a d i n g  a n d  L e a r n i n g
n e w  L a n g u a g e s  
B e t t a  F i s h i n g  a n d
L a n d s c a p i n g
T r a v e l

F R A U D  A N A L Y S T  |  F E B  2 0 2 2  -  J U N E  2 0 2 2
T E L E P E R F O R M A N C E  |  A C C O U N T  S E C U R I T Y  A N D
C L A I M S

I n b o u n d  a n d  o u t b o u n d  c a l l s


