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About Me
I am a highly detail-oriented and organized Virtual Assistant, capable of

working efficiently under tight deadlines. With a background as an

Admin Support, I have extensive experience in data entry, social media

management, research, and administrative support, maintaining a

strong commitment to accuracy and efficiency. Skilled in preparing

marketing materials, managing campaigns, and coordinating with cross-

functional teams to achieve business goals. Proficient in using various

digital tools to streamline workflows, and equipped with excellent

communication skills to ensure smooth collaboration with both teams

and clients.

Virtual Assistant
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SKILLS

Experienced in managing and updating client data to maintain data

integrity and support business operations.

Data Entry

Inputting and verifying data with high accuracy, ensuring all information is

organized, structured, and easily accessible. Skilled in research and data

collection, including web scraping for market research analysis. 



Social Media
Management
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Managing content, posting schedules,

and audience engagement across

various social media platforms and the

company website. Serving as the

backend administrator for the company

website, creating campaigns for

ongoing projects, and managing the

company blog to maintain brand

presence and audience engagement.



Product Research, Listing &
Optimization

Skilled in conducting detailed product

research to identify profitable items based

on client requirements, market demand, and

competitor analysis. Experienced in creating

and managing product listings with accurate

information, compelling descriptions, and

keyword-optimized titles to improve

visibility. Proficient in optimizing listings to

enhance search ranking, increase customer

engagement, and drive sales across e-

commerce platforms.
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Helping businesses run smoothly by managing their online

stores—handling customer support, processing orders, and

optimizing product listings to boost visibility and sales on

eBay, Etsy, Shopee, Lazada, Tokopedia, and TikTok Shop.

Admin Support & E-commerce
Store Management 
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Let’s work together to grow your business! With my skills in

product research, listing & optimization, and e-commerce

store management, I can help you save time, stay organized.

If you’re looking for a reliable and detail-oriented virtual

assistant, I’d love to be part of your team.

Let’s
Connect

Thank You
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