
CLARISSA SALMAZAN
Virtual Assistant | Operations Support | Client Experience Specialist

clarissasalmazan22@gmail.com 09306230098 https://facebook.com/clarissa.valerio.salmazan

Hello,  and Thank You for visiting my portfolio!
I’m Clarissa , an experienced Virtual Assistant. I’m a

well-equipped to assist business in various industries.
My goal is to streamline operations, increase efficiency

and contribute to the overall sucess of my clients.



I help entrepreneurs and growing businesses streamline operations, enhance client
communication, and maintain organized systems that support long-term growth.

With a strong background in handling communications, coordination, and digital tasks, I
bring a solution-oriented mindset and a commitment to delivering efficient, high-quality

support.

💡 I don’t just assist — I optimize, organize, and elevate your workflow.

ABOUT ME!



My Skills and Expertise

 Administrative & 
Organizational Skills Problem-solving mindset

Communication & 
Client Support

Data & Research

Social Media Support

Reliable and consistent

Strong work ethic

 Fast learner and adaptable



SERVICES I OFFERED
Inbox & Email Management

Never miss an important email again! I
organize, prioritize, and respond to your
messages efficiently, so your inbox stays
clean and you can focus on growing your

business.

Calendar & Scheduling
Say goodbye to double bookings and missed

appointments. I manage your calendar,
schedule meetings seamlessly, and make

sure your time is always optimized.

Social Media Management
Grow your online presence without lifting a finger!

I create, schedule, and monitor content across
platforms to engage your audience and boost your

brand

Administrative & Data Entry Support
Save hours on tedious tasks! I handle data
entry, organize files, and maintain records
accurately so your business operations run

smoothly.

Client Communication
Deliver professional communication that impresses!

I respond to inquiries, follow up with leads, and
maintain excellent client relationships on your

behalf

Research & Reporting
Make informed decisions with ease! I conduct
detailed research and create clear, actionable

reports to help you plan your next move
confidently.



 TOOLS & PLATFORMS I WORKED WITH



SOCIAL MEDIA POSTS



SOCIAL MEDIA CONTENTS



LOGO 



FLYERS 



WHY CHOOSE ME?
CLIENT-ORIENTED

My number one priority is customer satisfaction.
I make sure that I always take into consideration
how I can accomodate my client’s needs, wants

and specification.

SELF-STARTER
I’m a self-starter who takes great initiative and

ownership in my work. I thrive on independency
driving projects forward and finding solutions

proactively.

PASSIONATE WORKER
I work not only to earn a living but to make an

impact on the business objectives and goals of
my clients. I love working and seeing good

results.



CLIENTS FEEDBACK



Let’s connect! and create a smooth, stress-free
workflow that allows your business to flourish

beautifully.

Send me an email!
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