SHEILA MAY E. LEAÑO
Philippines | +63 993 663 8331 | sheilamayleano@gmail.com | www.linkedin.com/in/sheila-may-leaño-374814380
PROFESSIONAL SUMMARY
Results-driven and tech-savvy Virtual Assistant with a strong background in HR, administration, and executive support. Experienced in managing schedules, email correspondence, data entry, and online content creation using Canva. Adept at streamlining daily operations, supporting teams remotely, and ensuring accuracy in documentation and reporting. Proficient in Microsoft Office, Google Workspace, and Canva, with excellent communication, organization, and time-management skills.
CORE SKILLS
• Canva Graphic Design & Online Tools • Document Preparation & File Organization • Recruitment &
Onboarding Support • Customer Service & Communication • Google Workspace & Microsoft Office
PROFESSIONAL EXPERIENCE
Factory Worker (Overseas Employment) | Taiwan | June 2007 –  October 2010
· Ensured quality and precision in production tasks while meeting daily targets.
· Collaborated with multicultural teams, demonstrating adaptability and teamwork.
· Maintained consistency and compliance with safety and performance standards. 

Reason of Leaving: Finish Contract

HR Staff | Nissan Commonwealth Inc. | Dec. 2005 – June 2007
· Processed payroll for 100+ employees with 100% accuracy and timeliness.
· Supported recruitment, onboarding, and documentation for new hires.
· Managed HR records and handled government compliance (PHILHEALTH, SSS, ATM applications).
· Maintained confidentiality and ensured accuracy in employee data management.

Reason of Leaving: Resigned

CAREER DEVELOPMENT
Family Care & Online Professional Growth |  November 2010 – Present
· Dedicated time to family responsibilities while pursuing online learning and skill development.
· Completed courses and practice work in Canva design, data entry, and virtual assistance.
· Built strong digital literacy and communication skills through self-directed learning.
EDUCATION
Bachelor of Science in Computer Science
STI College Fairview |June 2001 – March 2005
TOOLS & TECHNOLOGIES
Google Workspace • Microsoft Office • Canva • Trello • Zoom • Slack • Dropbox • Asana

