MY PORTFOLIO

VIRTUAL ASSISTANT




ABOUT ME

| am Special Odozie. | am a professional Virtual
Assistant and Customer Support Specialist
dedicated to helping busy professionals,
executives and small business owners stay
organized, productive and focused.

With a solid background in administrative support,
calendar and inbox management, travel
coordination and customer support, | ensure your
business runs smoothly while you focus on growth.

| am passionate about helping entrepreneurs
streamline operations, enhance productivity and
provide proactive support for startup founders. My
goal is to deliver top-tier work that aligns with my
client’s value.



SERVICES I OFFER

Virtual Assistance Executive Assistance Customer Support
« Administrative Support - Calendar Management - Customer Service

- Creating Meeting Agenda - Travel Planning « Customer inquiry handling
- Data Entry/Expense Tracking - Project Management (phone, email, chat)

« Minute Taking - Email Management - Conflict Resolution

- Presentation Creation « Document Preparation « Customer Onboarding

Internet Research/Reporting

File Management

CRM Management



SKILLS
SOFT SKILLS TECHNICAL SKILLS

« Excellent Communication &  Proficient in Google
Professionalism Workspace

« Strong Time Management & « Experienced in Microsoft
Organization Office Suite

« Problem-solving & Critical « Skilled in Project
thinking Management Tools

« Team Collaboration « Knowledgeable in CRM

« Strong attention to detail & Systems
Accuracy « Well-versed in Time Tracking

« Adaptability Software

« Confidentiality and Discretion « Adept at E-mail Management

« Flexibility



WORK SAMPLE

Customer Support Workflow

CUSTOMER SUPPORT
WORKFLOW

Acknowledge Investigate and

complaint resolve the issue

i Respond to customer
with resolution

Record feedback for future improvement |[EIEG—G_G—G—Ge

—— o o

| developed a clear and efficient
customer support workflow to
manage inquires, improve
response time, and deliver
excellent consistent, high-quality
service. This demonstrates my
ability to create systems that
facilitate smooth communication
with clients and enhance the
overall customer experience.



Project Management

-

WORK PLAN (PROJECT PLAN)
Objective: Complete Week activities, tests and milestones before respective deadlines
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3 Category Acton iltmeelhaerl.bles Owner Start Date End Date Status
4 Enrollment Complete the VA Program Me 24-Feb-25 24-Apr-25 Done
5  Portfolio & Branding Create a professional VA portfolio on canva Me 1-Mar-25 1-May-25 Done
& Enrollment Complete Milestone 8 Me 25-Apr-25 30-Apr-25 Done
T lob search Optimize linkedin profile for VA jobs Me 23-Mar-25 25-Apr-25 Done
&  Jobsearch Create a strong VA Resume & Cover letter Me 26-Apr-25 28-Apr-25 Done
%  Enrollment Graduation Me 30-Apr-25 1-May-25 Done
10 Skill development Take a Customer service excellence course Me 23-Apr-25 30-May-25 Done
1 Metworking Metwork with other VAs Me 2-May-25 10 Oct In Progress
12 Freelancing Register on freelance platforms (Upwork, Fiverr, etc.) Me 25-May-25 30-Jun-25 Done
13 lob search Sign contracts with 3 clients Me 30-Jul-25 25-Aug-25 In Progress
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Meeting Agenda

VA Meeting Agenda

DATE LOCATION
https.fus0Sweb.zoom.us/j/ 7464936016 7pwd=0DBriChTZBQuFfpa7dfu

/25 -
33125 yXAuldy9d8180mn=86164353172
START END
MEETIMG TITLE TIME TIME
Weekly Fundraising Planning sync 02:00 PM gﬁfo
MEETING TYPE FACILITATOR
Executive Team Meeting Team Leader
ATTENDEES
Head of Tect d
Head of Catering ea. e : Ealisl CEO (Tearn Leader) Finance Manager
audig-Visual
Head of Cperations t"'ll PSP EEItanT (g
take notes)

AGENDA

CONTENT TO BE PRESENTED BY m D”“:‘T'o

Opening Remarks

Discussion on updates regarding tasks
assigned in the previous meeting

Updates by Each Attendee

Updates on food and beverage services,
menu planning, procurement and any
challenges affecting operations

Status of IT systems, equipment
functionality, software updates, and
audio-visual setup for events

Financial overview, including budget
updates, expenses, revenue tracking, and
any financial concerns that reguire
attenticn

General workflow assessment, logistics,
team efficiency, and process
improvements to enhance overall
productivity

Any Other Business [AOB)

Closing Remarks

Team Leader

Virtual Assistant

Head of Catering
(Precious Greg)

Head of Tech and
Audio-visual (David
Essien)

Financial Manager
(Nwokao Oluchi)

Head of Operations
(David Paul)

Open to all attendees

Team Leader

02:00 PM

02:02 PM

0212 PM

027 PM

02:22 PM

0227 PM

0232 PM
02:37 PM

0:02

010

0:05

005

0:05

0:05

0:05
0:03



Calendar Management
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Email Management

M Gmail
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B ALX VA COURSE
Cousera "
Events

B .Job Applications [
Less Urgent 1
Linkedin
Mentors 1

B Opay Transactions = 10
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B Remote job Platform 1
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ALX Virtual Assista,
ALX Africa Community
ALX Virtual Assista.
ALX Africa

ALX Africa Community
ALX Africa Community
ALY, Virtual Assista,
ALX Africa Community
ALX Africa Community
ALX Africa Community
ALX Africa Community
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% Week 4 is Here: Let's Keep the Momentum Going!
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- Week 4 Checklist Happy New...
Mabami Michael Owolebi sent you a message on ALX Africa Community - Mabami ...

Week 3 Newsletter /¥ ALX Virtual Assistant - Special Odozie, Week Three Highlights .

Exclusive Access: Breakout Sessions with Women Industry Leaders - Elevate Your Career ...

Inbox

Inbon

Inboo:

Inbox

Inbex

Inbox
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Abigail Agboola sent you & message on ALX Africa Community - Abigail Agboola se._..
Abigail Agboola sent you a message on ALX Africa Community - Abigail Agboola se...
Welcome to Week 3 i/ Time to Hone Your Google WorkSpace Skills - Week 2 Checki...
Nwakarmma Ezinne sent you a message on ALX Africa Community - Nwakamma Ezi...
Okezie Barnabas Morah sent you a message on ALX Africa Community - Okezie Ba...
Anita Madubukibe sent you & message on ALX Africa Community - Anita Madubuki...
Nwauzor Esther Ngozi replied to your post on ALX Africa Community - Nwauzor po...
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Travel Planning

Table of Contents

Travel Pack g o . Entry/Exit Reguirement
s . Etiquette and Cultural

: . Event Information
’ 4. Budget
Prepared for: 5. Travel Itinerar

Special Odozie
Los Angeles, California
Mov 16th - Nov 18th 2025

Travel
ltinerary



https://docs.google.com/presentation/d/1InKkNuQCKwMMDexbOR9skRxeNM3pqba1KBH7qvjXOpQ/edit?usp=sharing

Data Entry

A B c D E F G
Total Monthly Allocation $1,000.00
Money after expenses $425.00
Total $820.00 $575.00
Description Category Merchant
03/08/2022 Air ticket $400.00 £55.00 Travel
07/08/2022 Business lunch $100.00 $200.00 Entertainment and Meals 808
11/08/2022 Staff training $300.00 $300.00 Training
12/08/2022 Office supplices £20.00 $20.00 Office supplies
$M0.00
£200.00
S100.00
$0.00
Air ticke ~
+ = B Expenses ~ <
A B c D
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Vendor Name ~  Address Phone Mumber ~  Website/Socials ~ Notes

Donbee Phones & Gadgets Ibadan Suite 37/39, Praise Plaza, Beside Toun hospital, Mew Ife Road, Iwo-road Area, Ibadan 8130380763 Instagram Offers pres
M.D Glabal Communication lwo Road, Ibadan 8060340245 Instagram wWalk-in or
De-Hub Phones & Accessories Shop 3, Iwo Road Shopping Complex, opposite Baba Onilu, Ibadan 8079270464 |nstagram Specialize:
I-Specs Mobile Km 126, Lagos Ojo express road, Rose Wale Filling Station, lwo Road, Ibadan 9092126044 [nstagram Online ord:
| show Phones & Gadgets 0OmoQla Plaza, Baba Onilu Bus Stopwe Road, Ibadan 9014579517  Instagram One-stop ¢
Top Success Phones Lamidi Ajadi Complex, Beside Mr Biggs, Iwo Road, Ibadan 8074888888 Facebook Offers Tec
Fortunate Tech NG Shop A18, Aishat Adaabale Memorial Shopping Complex, lyana Bodija, Ojoo-lwo Road Expressway, Ibadan 8144135533  |nstagram Specialize:
AARE Telecomm shop L15 Lamidi Ajadi Phene Avenue, beside Mr Biggs, lwo Road, Ibadan 9027771917  Official Website Sells UK-u:
Abutwins Softskills Investment Ltd Alhaja Monsura Shopping Complex, Abayomi Street, behind Lagos Garage, Iwo Road, Ibadan T062454854  Instagram Manufacty
Slot 121, Iwo road, Ibadan, Abayemi Bus Stop Ibadan Mot specified Mot specified Provides a

+ — Sheet1 - <



Internet Research

e Dinner Recipe

For this Virtual Assistant
Task, I conducted thorough that exceeded my client’s
research across reputable food expectations by efficiently

blogs for a dinner recipe,

Tablel « [@

City Name >l # Size(sq miles) -~ No.ofParks -~ Population
Los Angeles 469.49 450 3820914
San Diego 375.58 340 1,388,320
San Jose 177.1 200 969,655
San Francisco 47 220 808988
Fresno 115 100 545716
Sacramento 99.7 220 526,384
Long Beach 52.3 170 449 468
Dakland 56 130 436,504
Bakersfield 149 60 413,381
Anaheim 50 65 340512

e Parks & Cities in California

Sources of Infarmation
worldatlas com

+ — Sheetl -

uncovering relevant

demonstrating my ability to information. My research
understand my client’s needs services help clients make
and deliver practical results informed decisions.

with attention to detail.

I delivered an excellent report

Size (sq. miles) and No. of Parks
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https://docs.google.com/document/d/1whf0mu3rxs-rBRdxowgXR-AwWJKSbb4T1nipwz4oBxk/edit?usp=sharing




TESTIMONIALS

. “Special has been an absolute game-changer for my business. From managing my calendar to
organizing important documents, she handled every task with precision and care. | love how
proactive and detail-oriented she is, she keeps things running smoothly without needing constant
supervision. Highly recommended!”

— Greatman O. CEO

« “Your attention to detail and ability to understand my specific requests were impressive. You're a

reliable and skilled virtual assistant. I'm thoroughly impressed and would highly recommend your
services!”

— Kingsley Eburuo
« ‘Thank you for being incredibly efficient. Your excellent communication skills, your professionalism
and expertise made the entire process seamless. You met deadlines, and delivered high-quality
results. | would highly recommend you for your exceptional work ethic and dedication.”

— Obadina Olutayo



CERTIFICATION
e AFRICAN LEADERSHIP ACCELERATOR (ALX)

alx |

CERTIFICATE OF ACHIEVEMENT

Proudly Presented to

Odozie Special Chidimma

Virtual in the Dig

FRED SWANIKER JACO JANSEN VAN
Founder & CEQ, AL Group RENSBURG

VP of Leaming, ALX
Date of Issue:
Program com [:lln‘t'-:::-n date:

Scanthe qrcode orvisithttps:/[/savanna.alxafrica.com/certificates/c TRBZYXNSz to authenticate this certificafe




Work with me!

LINKEDIN

PHONE

+234 7046558547

EMAIL

specialodoziel@gmail.com



http://www.linkedin.com/in/special-odozie-4901b8351
mailto:specialodozie1@gmail.com
tel:+2347046558547
mailto:specialodozie1@gmail.com

