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CHERRY LYN GALANG

Executive Virtual Assistant | Project Manager |

Operations Support Specialist

| provide reliable executive, administrative, and
operational support tailored to your workflow and
business needs — allowing you to focus on growth while
| handle the day-to-day coordination behind the scenes.




About Me

Highly organized and proactive professional with 13+ years of experience in
executive support, operations coordination, healthcare administration, project
management, and stakeholder communication. Experienced in supporting
leadership teams, managing workflows, coordinating projects, handling
reporting and documentation, and maintaining organized day-to-day
business operations in fast-paced remote environments.

Skilled in calendar management, administrative support, workflow coordination, Agile
project support, reporting, scheduling, customer communication, and cross-functional
collaboration. Known for being dependable, detail-oriented, adaptable, and able to
manage multiple priorities independently.




Skills and Expertise

Executive & Administrative Support

| keep your schedule, inbox, and documents organized
so you can focus on high-impact decisions.

Project & Operations Support

| ensure tasks, reports, and team coordination run
smoothly to keep your business on track.

Social Media & Digital Support

| create and maintain your online presence with
organized and timely content support.

Researched & Process Improvement

| streamline workflows and provide reliable insights to
improve efficiency and productivity.




Tools and Software

=. Microsoft 365 r.m
s ¢ +ableau ’
o Tl - Hp+abl i
WS S g 6
GO g’e Workspace salesforce
ME &€ Jd 2. monday. ‘ii' Jiro

@ Gw




Work
EXperience

Healthcare & Operations Environment

- Managed workflow coordination and backlog priorities

- Supported Agile delivery, UAT, and reporting initiatives

- Coordinated with stakeholders, developers, and operational teams
« Improved reporting visibility and operational processes

- Facilitated cross-functional communication and issue resolution

Operations & Administrative Support

- Calendar and meeting coordination
Documentation and records management
Reporting preparation and tracking

Workflow and scheduling support

Executive and stakeholder communication
Process coordination and operational support




roject Management Projects
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https://drive.google.com/file/d/1g_o0CtmHXFTWRHZwLO9lho4OvSWlT54T/view?usp=sharing
https://drive.google.com/file/d/1g_o0CtmHXFTWRHZwLO9lho4OvSWlT54T/view?usp=sharing
https://drive.google.com/file/d/1JhNtInB0lyv4q2Nvne0itasDnONUe8Rb/view?usp=sharing
https://drive.google.com/file/d/1Gkg9WzabVtqquu1OXPmEMxbxswNqYOSD/view?usp=sharing
https://drive.google.com/file/d/1Gkg9WzabVtqquu1OXPmEMxbxswNqYOSD/view?usp=sharing

Social Media Manement
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/ foundation for a successful client relationship

ONBOARDING
MISTAKES
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—— AND HOW TO FIX THEM———

NOT SETTING CLEAR EXPECTATIONS

Unclear scope lead to confusion, missed
deadlines, and unhappy clients

SKIPPING A WELCOME PROCESS

Jumping straight into work can make
clients feel unorganized and unsure.

POOR COMMUNICATION

Inconsistent updates and slow responses . Tl
can break trust and delay progress

‘A smooth onboarding process sets the
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Thank you for taking the time to view my
portfolio. | look forward to supporting your
business and contributing to your success.

Contact Information

o Philippines

Q +63 939 498 9315

@ chemarquezgalang@gmail.com

] Linkedin



http://www.linkedin.com/in/cherry-lyn-galang-622485b4
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