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General Virtual Assistant
#41 Commission Civil St, Jaro, lloilo City
5000
alycmllpiamonte@gmail.com | 09304687838

Personal Summary
                         A highly motivated and detail-oriented individual seeking an entry-level Virtual Assistant position where I can contribute strong communication, organization, and time management skills. Despite having no formal experience, I am eager to learn, quick to adapt, and committed to providing reliable and efficient support. I am interested in roles such as General Virtual Assistant, Travel VA, or Receptionist VA, where I can assist with scheduling, customer inquiries, and administrative tasks while continuously developing my skills and adding value to the team.

Skills
· Strong written and verbal communication
· Basic computer proficiency (Microsoft Office, Google Docs, email)
· Organization and time management
· Attention to detail
· Fast learner and adaptable to new tools
· Ability to multitask and follow instructions
· Customer service mindset
· Basic internet research skills
· Scheduling and calendar management (willing to learn tools)
· Professional and positive attitude

Work Experience
Cashier and Waiter
CM Diner | 2020 – 2023
· Assisted customers with orders and ensured a positive dining experience
· Handled cash transactions accurately and efficiently
· Maintained cleanliness and organization of the workspace
· Worked in a fast-paced environment while managing multiple tasks

Work Immersion Trainee
DRRMO (Disaster Risk Reduction and Management Office) | 2024
· Assisted with administrative and office tasks
· Supported daily operations and coordination activities
· Maintained records and helped organize documents
· Demonstrated teamwork and strong attention to detail

Education
San Matias Elementary School
San Matias, Dingle Iloilo
2012 - 2018

Rufino G. Palabrica Sr. National High School
 San Matias, Dingle Iloilo
2018 - 2024

Phinma University Iloilo
Rizal Street, Iloilo City
2024 - Present 
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