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ABOUT ME
I am a certified and dedicated virtual assistant who
is looking to provide top notch administrative
support to entrepreneurs, busy CEOs, small
businesses and professionals.

With my expertise in administrative tasks and
customer service support, I possess the adequate
skills to help you reduce workload,increase
productivity and achieve your set goals.

I am goal driven and enthusiastic, hardworking
and passionate and I take great joy in offering
assistance and helping to solve problems. 

VIRTUAL ASSISTANT



SKILL
Communication

Excellent written and verbal
communication skills,fluent in English
language thereby ensuring effective
communication between client and
stakeholders.

Proficiency in
Microsoft
office,Zoom,Google
Suites & other
productivity software.

Administrative Support 
Efficient calendar management,
scheduling appointments and
organizing tasks for smooth and
effective running of day to day
operations.

Organization & Time Management 
I organize files for easy access & retrieval
and I am also effective in prioritization
and time management to meet
deadlines.



AIM & GOALS
With over two years of experience in customer
service and media management and my
continuous improvement and gain of knowledge
as a  virtual assistant,my major aim and goal is to
assist clients in streamlining their operations and
helping them achieve their set goals by providing
tailored support.

My ability to take on new challenges and
learn rapidly ensures that I meet up and cater
to client’s specific needs, irrespective of the
industry or task complexity.



TOOLS
PROFICIENCY



CERTIFICATIONS
As someone who loves to learn about new things and
seek knowledge, I have earned a number of
certifications to sharpen my skills and  broaden my
knowledge of the virtual assistant industry.
These certifications are a proof of my expertise and
constant pursuit of knowledge.



CALENDAR 
MANAGEMENT

A few projects I have worked on for previous clients includes administrative tasks
like calendar management, scheduling, creating travel packs and making travel
arrangements, writing meeting minutes, carrying out research on given topics
amongst other things.

VIRTUAL ASSISTANT



SCHEDULING &
TRAVEL
PLANNING

ILLUSTRATION



MEETINGS
MINUTES 



RESEARCH &
DATA ENTRY



CONTACT ME
EMAIL ADDRESS: abigailthelma22@gmail.com

CONTACT: +234-(814)-(032)-(4486)
LINKEDIN PROFILE:

http://linkedin.com/in/abigailojore 



THANK YOU
I cannot wait to hear from you and I look forward to

collaborating with you and achieving greater heights
together!


