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Hello, I'm Nining, a Virtual Assistant with expertise in
supporting Coaches and Business Owners by managing their
marketing and administrative tasks. 

My services include lead generation, email marketing, and
specialized project management, all designed to support
your business growth. I also handle administrative tasks,
giving you more time to focus on what matters most.
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About Me



Lead Generation

is the process of organizing, prioritizing, and
responding to emails efficiently to keep
communication clear, timely, and stress-free.

Email Management

 is the process of organizing schedules, coordinating
meetings, and managing appointments to keep your
time structured and productive.

Calendar Management

My Services

is the handling of day-to-day tasks such as data
entry, document organization, and coordination, to
keep operations running smoothly and efficiently.

Administrative Support

is the process of finding and attracting potential
clients to create consistent opportunities for
sales and business growth.



Lead Generation

I will assist you in generating prospects  for your product or
services that can lead in sales increase     Services include :

Database Management
Cold Calling
Email Outreach
Data Reporting
Lead Generation Strategy
Analysis
Lead Magnet Research &
Strategy Development
Lead Magnet Landing &
Page Creation



 LANDING PAGE CREATION

Designed a simple, conversion-focused landing page to
support the client’s lead magnet strategy.

Structured clear page sections including headline, value
proposition, lead magnet description, and call-to-action.

Aligned landing page messaging with the target
audience’s pain points and motivations.

Applied basic conversion best practices to encourage
and lead capture.

CLICK HERE to see more

https://sgbvasenior.my.canva.site/


LEAD MAGNET CREATION

Identifying your target audience and their main pain
points

Creating valuable resources (guides, checklists,
templates, ebooks, etc.)

Designing content that encourages people to share their
contact details

Supporting email list growth and audience nurturing

CLICK HERE to see more

Helping turn potential prospects into qualified leads

https://drive.google.com/file/d/1aqg8E-PuOu5vn34dNZIPM9gqhLoUTykG/view?usp=sharing


CALENDAR MANAGEMENT

Services include :
Scheduling
Reminders
Meeting
Coordination
Time Optimization

I will efficiently manage your calendar and ensuring you have a comprehensive
understanding of your daily,weekly and monthly schedules



Declutter Labelling & Color Code

Before After

EMAIL MANAGEMENT

   Services include:
Deleting unimportant
emails
Filtering and
unsubscribing spams
and promotional
Create folder and
labelling
Customizing signature
& auto-reply



I will explore online resources, analyze the findings and provide you with a
concise report, enabling you for making optimal business decisions

INTERNET RESEARCH

   Services include:
Travel Planning
Market Research
Content Research
Competitor Analysis



TESTIMONIALS 

Indrobudi Wibowo MM, ICPS,
CSCSM, CCSMS

Country Security Manager at DHL

“Nining is detail-oriented, hardworking, and
consistently demonstrates a friendly and
humble spirit of service. We have worked

together in a continuous training program
over the past three years, and she has

always shown dedication and reliability. I
wish her continued success in her new role.”

 

Nadia Aryani

“Nining shows strong structured
discipline, excelling at clear prioritization

and consistent follow-through. This
approach allows her to monitor progress
effectively and achieve concrete, reliable

outcomes in her work.”

Student Advisor
 Batch 30 - SGB VA



Nining Siswaningrum
Nining Siswaningrum
Nining Siswaningrum

Google Workspace (Google Docs, Sheets and Drive)
Microsoft Office
Various market research tools and databases
Artificial Intelligent app: ChatGPT, Gemini, Perplexity

I’M PROFICIENT IN 
TOOLS



LET’S COLLABORATE!

nining.siswaningrum@gmail.com

Instagram

Whatsapp

LinkedIn

https://www.instagram.com/siswaningrum.va/
https://wa.me/6287887219737
http://www.linkedin.com/in/niningsiswaningrum
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