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Administrative Assistant | Virtual Assistant | Email & Social Media Support

[bookmark: professional-summary]Professional Summary
Detail oriented and organized Administrative and Virtual Assistant with strong communication and time management skills. Experienced in handling emails, organizing digital files, supporting online communication, and managing basic social media tasks. Background in education and editorial work strengthened my ability to multitask, follow instructions accurately, and maintain professionalism. Ready to support clients with daily administrative operations and online presence management.

[bookmark: core-skills]Core Skills
• Administrative assistance
• Email and inbox management
• Calendar and schedule organization
• Social media content support
• Data entry and file organization
• Online research
• Written communication
• Time management and task prioritization

[bookmark: tools-and-platforms]Tools and Platforms
• Google Docs, Sheets, Drive, Calendar
• Microsoft Word and Excel
• Canva
• Email platforms
• Facebook Pages and basic social media tools


[bookmark: relevant-experience]Relevant Experience
Outbound Call Center Agent
BBD Media – Calbayog
One month experience
• Handled professional phone and email communication with clients
• Followed scripts, schedules, and task instructions accurately
• Maintained organized records and activity reports
• Developed strong customer service and communication skills
Filipino Editor
School Publication
• Edited written content for clarity, accuracy, and tone
• Coordinated with writers through messages and email communication
• Managed deadlines and organized editing tasks
• Ensured content followed guidelines and standards

[bookmark: education]Education
Bachelor of Elementary Education
Dean’s Lister (2021-2025)
Graduate

[bookmark: additional-information]Additional Information
• Beginner friendly Virtual Assistant
• Open to training and trial tasks
• Reliable, punctual, and detail focused

[bookmark: contact-information]Contact Information
Email: shenelengalibo@email.com
Phone: 0985-588-0837
Location: Philippines
OnlineJobs or LinkedIn profile: www.linkedin.com/in/shenelen-galibo-68b470387 
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