
Special
Odozie

VIRTUAL ASSISTANT

MY PORTFOLIO



ABOUT ME I am Special Odozie. I 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, I ensure your
business runs smoothly while you focus on growth.

I 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

Administrative Support

Creating Meeting Agenda

Data Entry/Expense Tracking

Minute Taking

Presentation Creation

Internet Research/Reporting

File Management

CRM Management

Calendar Management

Travel Planning

Project Management

Email Management

Document Preparation

Customer Service

Customer inquiry handling

(phone, email, chat)

Conflict Resolution

Customer Onboarding

Virtual Assistance Executive Assistance Customer Support



SKILLS

Excellent Communication &

Professionalism

Strong Time Management &

Organization

Problem-solving & Critical

thinking

Team Collaboration

Strong attention to detail &

Accuracy

Adaptability

Confidentiality and Discretion

Flexibility

SOFT SKILLS TECHNICAL SKILLS
Proficient in Google

Workspace

Experienced in Microsoft

Office Suite

Skilled in Project

Management Tools

Knowledgeable in CRM

Systems

Well-versed in Time Tracking

Software

Adept at E-mail Management



WORK SAMPLE
Customer Support Workflow

I 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

Meeting Agenda



Calendar Management

Email Management



Travel Planning

SEE MORE

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


Data Entry



Internet Research
Dinner Recipe Parks & Cities in California

For this Virtual Assistant
Task, I conducted thorough
research across reputable food
blogs for a dinner recipe,
demonstrating my ability to
understand my client’s needs
and deliver practical results
with attention to detail.

SEE MORE

I delivered an excellent report
that exceeded my client’s
expectations by efficiently
uncovering relevant
information. My research
services help clients make
informed decisions.

https://docs.google.com/document/d/1whf0mu3rxs-rBRdxowgXR-AwWJKSbb4T1nipwz4oBxk/edit?usp=sharing


TOOLS PROFICIENCY



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. I 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. I would highly recommend you for your exceptional work ethic and dedication."

– Obadina Olutayo  



AFRICAN LEADERSHIP ACCELERATOR (ALX)
CERTIFICATION 



Work with me!

LINKEDIN

EMAIL

specialodozie1@gmail.com

PHONE

+234 7046558547

PHONE

+234 7046558547

EMAIL

specialodozie1@gmail.com

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

