
Executive Virtual Assistant

Emmanuel Theophilius

Customer Support Representative

Email & Sales Manager

Schedule/Calender Manager

Data Entry

Social Media/Website Manager

Administrative Assistant



I am a highly skilled virtual assistant who
specializes in customer care, email
management, calendar/appointment

scheduling, social media management, and
data entry, I provide efficient and detail-

oriented support to enhance productivity. With
expertise in organizing workflows, managing
communications, coordinating calendars, and

maintaining accurate records, I ensure
seamless operations for clients. 

 Meet Me



Communcation Adaptability

Organization Emotional intelligence

Problem solving Attention to details

Skills & Services 
1 4

2 5

3 6

Calls/Chat/Email prompt response
Scheduling appointments & meetings 
Data entry 
Administrative task
Typing proficiency 
Lead generation/management
Social media/website updates



I have been able to
successfully help clients to
handle the following
projects with over 95%
satisfactory feedbacks. 

Portfolio Overview



Hubspot contact list



 Customer complain ticket



Chat flow



Email management 



Email reply  



Calendar management



Schedule management



Lead generation



Assigning project task



Customer avatar



Social media content calendar



Delivering Exceptional Customer Support                                   

Education & Trainings

April 2025

Virtual Assistant May 2025
Career Craft Academy

Hubspot Academy



My work tools 

Google suite

Google suite

Google suite
Google suite
Google suiteGoogle suite

Microsoft office

Project mang tools

Lead Generator

Collaborative tools

Social media

word,excel ppt

trello,moday.com

docs, sheet,keep,calendar
ppt

slack, clickup

asana, limelist

buffer, hootsuite,canva

Google suite others
calendly, zoho, outlook

CRM
hubspot,freshdesk,intercom



Thank you for taking your time
to review and I hope you will
be glad to work with me.

Emmanuel Theophilus
Contact Information

F.C.T. ABUJA, NIGERIA

+234-7030780370

emmanueltheophilus2020@gmail.com


