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 INTRODUCTION
Bismillah… Assalamualaikum Warrahmatullahi Wabarakatuh

Welcome to my professional portfolio, where the art of persuasive copywriting
meets the precision of efficient administration. 

I am Dias, a committed professional with expertise in crafting impactful narratives
and executing administrative processes that enhance engagement, strengthen
brand presence and optimize operational efficiency.



ABOUT ME
With over 20 years of professional experience in administration and marketing, I
have developed strong expertise in creating tailored content that resonates with
target audiences while ensuring seamless and efficient business operations. 

My combined background in business administration and marketing, allows me to
bridge the gap between compelling copywriting and effective marketing
strategies, delivering messages that not only engage but also drive results.



What I offer

This portfolio presents a curated selection of projects
that demonstrate my combined expertise in niche
copywriting, administrative management, and lead
generation. 

From crafting persuasive marketing content to
overseeing critical administrative functions, each work
reflects my dedication to delivering quality, driving
engagement and achieving measurable results.



 My essential contribution

Copywriting : 
Creating engaging content that technical structure and creative
expression to capture attention and inspire action, with the goal of
encouraging the target audience to explore the product portfolio.

Business Administration :
Handling daily office administration, scheduling and coordinating
meetings or events and managing documents. In marketing, I
conducted market research to understand trends and customer
needs, managed branding to build a strong brand image, and
carried out lead generation activities — all aimed at driving sales
and revenue growth.



MY SERVICES

COPY WRITING
The skill of writing persuasive text to promote products, services, ideas, or brands and
encourage the audience to take action or engage.

ADMINISTRATION TASKS
the tasks ensure that business processes run smoothly and efficiently to support the
overall goals of the business.



COPY WRITING
Copywriting is a vital element of effective marketing and communication
strategies. 

It merges creativity with strategic intent to craft messages that not only inform but
also inspire action, making it an indispensable skill in businesses.



SAMPLE OF
COPYWRITING 

Bismillah ... 

Assalamualaikum 

Welcome to Metime Fresh!

“Easy Healthy” Family’s Choice 

Thank you for reaching us out.

We are very happy to serve you
by offering a variety of healhty,

plant-based beverages to keep
you refreshed and energized. 

How can we assist you today? 

Please choose an option below :

1) View Our Product Range 
2) Make an Order 
3) Customer Services 

Just reply with the number

corresponding to your choice

and we’ll assist you promptly!

Metime Fresh team

AUTO REPLY FOR WELCOMING
GREET



AUTO REPLY FOR BREASTFEEDING
PACKAGE’S OFFER

*Thank you for reaching out to Metime

Fresh!* 
We offer a variety of plant-based beverages

designed to support breastfeeding. 

Please see our available options below and let

us know which package you'd like to choose: 

1. Almond Original - Our classic almond milk,

rich in essential nutrients and perfect for a

refreshing and healthy boost. 

2. Almond Dates - A delicious blend of almond

milk and dates, providing natural sweetness

and additional vitamins. 

3. Almond Moringa - Combines the goodness

of almonds with nutrient-dense moringa,

known for its health benefits. 

4. Soya Original - Pure soya milk, packed with

protein and ideal for a nutritious diet. 

5. Soya Moringa - A unique blend of soya milk

and moringa, offering a powerful nutritional

punch. 6. Soya Fenugreek - Infused with fenugreek,

this soya milk variant supports lactation and

overall well-being. To select your package, please reply with the

number(s) corresponding to your preferred

variant(s). 
For example, reply with "1, 3" for Almond

Original and Almond Moringa. 
If you have any questions or need further

assistance, feel free to ask! Warm regards,

*Metime Fresh Team*

SAMPLE OF
COPYWRITING 



SAMPLE OF
COPYWRITING 
PERSUASIVE EMAIL

Case Study

By email message : 

Dear Sir, good morning.
Hope you’re doing well. I am sending you this email concerning the issues which need to discuss with you further : 

1) The artwork approval Based on agreed timeline, it should have been published in the IG account by yesterday. 2) Due to
few public holidays in this month which impacts to decrease effective working days, I would take myself compensation,
either deduct according to the actual number of working days to my upcoming salary or extend my working hours in the
next month only.

Appreciated if we could meet up and discuss further in the ext weekly meeting at your convenience. 

look forward to hearing you
Thank you

client@gmail.com

Outstanding Issues 

By chat message : 

Dear Sir, good morning. Hope you’re doing well. Apology if I have to

remind gently for : 1) the artwork approval which I sent to you a week ago

during our weekly meeting. Based on timeline, it should have been

published in the IG account by yesterday. Any comment please feel free

to let me know 2) as we noticed that within this month there are few

public holidays which impacts to decrease effective working days as

agreed in my contract agreement. I would take myself compensation,

either deduct according to the actual number of working days to my

upcoming salary or extend my working hours in the next month only.

Appreciated if we could meet up tomorrow at your convenience to

discuss further. look forward to hearing you Thank you



ADMINISTRATION TASKS
These are activities that support the smooth and efficient operation of an
organization. 

They ensure that business processes run seamlessly, resources are managed
effectively, and employees receive the support they need to perform their roles
successfully.



DATA
PROCESSING 

Data processing is a systematic
approach involving the collection,
transformation, and analysis of data to
derive meaningful insights. 

The results are as follows:



Sample :
Top Queried Subjects



Sample :
Most Popular Mentors



Sample :
Most active Inquirers



Sample :
Most Preferred Category



EMAIL
MANAGEMENT 

Involves systematically organizing,
prioritizing, and managing email
communications to ensure efficiency.
This process is vital for maintaining
productivity, enabling timely
responses, and effectively managing
information in both personal and
professional settings.



Sample :
Email Management



CALENDAR
MANAGEMENT 

Involves organizing, scheduling and
coordinating time-related activities to
maximize productivity and efficiency.
Effective calendar management helps
in maintaining a balanced workflow,
reducing stress and improving overall
productivity.



Sample :
Calendar Management



As part of my commitment to
professional growth and excellence, I
have pursued various certifications
that enhance my expertise and stay
current with industry trends. These
certifications reflect my dedication to
learning, my ability to adapt to new
technologies, and my readiness to take
on new challenges.

CERTIFICATION &
ACHIEVEMENT  
CERTIFICATION &
ACHIEVEMENT  



This page showcases some of the key
milestones, recognitions, and
successes I’ve achieved throughout
my remote career. These
accomplishments reflect my
commitment to excellence,
innovation, and continuous
improvement in everything I do.

CERTIFICATION &
ACHIEVEMENT  
CERTIFICATION &
ACHIEVEMENT  



My VA project experiences have
allowed me to work closely with
clients in both B2B and B2C markets,
providing tailored solutions that
enhance operational efficiency and
drive user engagement. From
managing complex workflows to
delivering personalized support, each
project has sharpened my ability to
meet diverse business needs. business
goals and user expectations. 

PROJECT
EXPERIENCES 
PROJECT
EXPERIENCES 



B2C : 
Email Marketer



B2C : 
Testimony



B2B : Copywriter for
LinkedIn Account



THANKYOU
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