
Lathela Michaela CimafrancaLathela Michaela Cimafranca

Executive & Operations Virtual Assistant with 3 years of
experience in project management, workflow coordination,
and stakeholder communication, supporting organizations
through structured systems, efficient operations, and
reliable administrative support.

Executive & Operations Virtual Assistant with 3 years of
experience in project management, workflow coordination,
and stakeholder communication, supporting organizations
through structured systems, efficient operations, and
reliable administrative support.

Executive & Operations SpecialistExecutive & Operations Specialist
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Executive AssistanceExecutive Assistance

Organizational Process SupportOrganizational Process Support Stakeholder CommunicationStakeholder Communication
Project Tracking & DocumentationProject Tracking & Documentation

SOP CreationSOP Creation Workflow ManagementWorkflow Management
Team & Task CoordinationTeam & Task Coordination



Core ServicesCore Services
WHAT I OFFERWHAT I OFFER
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E-Tukod: The Oro Youth Parliament E-Tukod: The Oro Youth Parliament 
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Project Management & Public EngagementProject Management & Public Engagement
Executive Director  · Oro Youth Development Office · City Government of Cagayan de Oro · 2026–2027Executive Director  · Oro Youth Development Office · City Government of Cagayan de Oro · 2026–2027

ONGOINGONGOING

5050
DELEGATESDELEGATES

The project required the
coordination of a city-wide youth
parliament involving delegates from
multiple tertiary institutions,
demanding a structured operational
system to manage communication,
documentation, scheduling, and
inter-institutional collaboration. As a
developing program, the project
needed organized workflows and
consistent monitoring to support
efficient implementation across its
various stages.

The project required the
coordination of a city-wide youth
parliament involving delegates from
multiple tertiary institutions,
demanding a structured operational
system to manage communication,
documentation, scheduling, and
inter-institutional collaboration. As a
developing program, the project
needed organized workflows and
consistent monitoring to support
efficient implementation across its
various stages.

CHALLENGECHALLENGE
Leads the operational coordination of the program by overseeing documentation systems,
stakeholder communication, and implementation monitoring. 
Coordinates directly with institutional representatives and government partners to facilitate
smoother collaboration between participating schools and the Oro Youth Development
Office. 

Leads the operational coordination of the program by overseeing documentation systems,
stakeholder communication, and implementation monitoring. 
Coordinates directly with institutional representatives and government partners to facilitate
smoother collaboration between participating schools and the Oro Youth Development
Office. 

ACTIONSACTIONS

The established operational systems
contributed to more streamlined collaboration
among stakeholders as the project continues to
develop.
Currently pursuing sponsorship coordination to
support program sustainability and event
funding

The established operational systems
contributed to more streamlined collaboration
among stakeholders as the project continues to
develop.
Currently pursuing sponsorship coordination to
support program sustainability and event
funding

PROGRESS TO DATEPROGRESS TO DATE
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KEY SKILLS DEMONSTRATEDKEY SKILLS DEMONSTRATED
Government &

Institutional Coordination
Government &

Institutional Coordination
Information TrackingInformation Tracking

Documentation SystemsDocumentation Systems

View Project Page ↗

https://www.facebook.com/profile.php?id=61588402407203


Pag-Ila 2025Pag-Ila 2025
CASE STUDY  ·  02 OF 04CASE STUDY  ·  02 OF 04

Project Management & Public EngagementProject Management & Public Engagement
Project Head · Xavier University – Ateneo de Cagayan · 2025–2026Project Head · Xavier University – Ateneo de Cagayan · 2025–2026

COMPLETEDCOMPLETED
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LIVESTREAM
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₱15K₱15K
CITY AWARDCITY AWARDVoter apathy

among youth and
limited access to
candidate
information in
underserved
barangays made
meaningful
electoral
participation
difficult ahead of
the May 2025
elections.

Voter apathy
among youth and
limited access to
candidate
information in
underserved
barangays made
meaningful
electoral
participation
difficult ahead of
the May 2025
elections.

CHALLENGECHALLENGE
Managed a 61-member working team
Coordinated partnerships with government and media
organizations
Oversaw logistics, documentation, and project execution
Led livestream accessibility initiatives for broader audience reach

Managed a 61-member working team
Coordinated partnerships with government and media
organizations
Oversaw logistics, documentation, and project execution
Led livestream accessibility initiatives for broader audience reach

ACTIONSACTIONS

Reached constituents across multiple barangays through Facebook
livestreams, generating over 10,000 views during the 3-day event
and a 4-part video series highlighting local issues and concerns,
generating over 4,000 combined views
Awarded Exemplary Project Award + ₱15,000 incentive by the City
Government of Cagayan de Oro

Reached constituents across multiple barangays through Facebook
livestreams, generating over 10,000 views during the 3-day event
and a 4-part video series highlighting local issues and concerns,
generating over 4,000 combined views
Awarded Exemplary Project Award + ₱15,000 incentive by the City
Government of Cagayan de Oro

RESULTSRESULTS KEY SKILLS DEMONSTRATEDKEY SKILLS DEMONSTRATED
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VIDEO SERIES
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Stakeholder CommunicationStakeholder Communication
Cross-Functional CollaborationCross-Functional Collaboration

Digital CoordinationDigital Coordination
Strategic PlanningStrategic Planning

View Project Page ↗

https://www.facebook.com/PagIla2025


Special Operations DivisionSpecial Operations Division
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Operations Coordination & Workflow ManagementOperations Coordination & Workflow Management
Deputy Director  · CSG · Xavier University – Ateneo de Cagayan · 2024–2025Deputy Director  · CSG · Xavier University – Ateneo de Cagayan · 2024–2025

COMPLETEDCOMPLETED

The Special Operations
Division operated in a fast-
paced environment that
required a stronger internal
structure and more efficient
operational workflows.
Existing processes lacked
standardization, which
created challenges in
coordination, proposal
review, and project
execution across the
division.

The Special Operations
Division operated in a fast-
paced environment that
required a stronger internal
structure and more efficient
operational workflows.
Existing processes lacked
standardization, which
created challenges in
coordination, proposal
review, and project
execution across the
division.

CHALLENGECHALLENGE
Conducted an internal assessment of the divisionʼs
operational structure
Led the restructuring of the divisionʼs organizational
framework by refining role delegation & responsibilities,
and establishing unit-wide strategies & protocols.

Conducted an internal assessment of the division’s
operational structure
Led the restructuring of the division’s organizational
framework by refining role delegation & responsibilities,
and establishing unit-wide strategies & protocols.

ACTIONSACTIONS

Streamlined the divisionʼs structure from six sub-
branches into three core operational units to improve
workflow clarity and coordination efficiency.
The restructured framework was adopted as the
division's standard operating model for the remainder
of the term.

Streamlined the division’s structure from six sub-
branches into three core operational units to improve
workflow clarity and coordination efficiency.
The restructured framework was adopted as the
division's standard operating model for the remainder
of the term.

RESULTSRESULTS KEY SKILLS DEMONSTRATEDKEY SKILLS DEMONSTRATED
Operations SupportOperations Support

Workflow OptimizationWorkflow Optimization
Operational EfficiencyOperational Efficiency

Administrative ManagementAdministrative Management
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The Xavier Parliament 2023The Xavier Parliament 2023
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Project ManagementProject Management
Project Head  · CSG · Xavier University – Ateneo de Cagayan · 2023–2024Project Head  · CSG · Xavier University – Ateneo de Cagayan · 2023–2024

COMPLETEDCOMPLETED

The organization aimed to
introduce students to legislative
processes and policy-making
through a university-wide
legislative simulation. However,
executing the initiative required
large-scale coordination across
multiple teams, structured
operational planning, and
efficient management systems
to ensure smooth
implementation within a limited
timeline.

The organization aimed to
introduce students to legislative
processes and policy-making
through a university-wide
legislative simulation. However,
executing the initiative required
large-scale coordination across
multiple teams, structured
operational planning, and
efficient management systems
to ensure smooth
implementation within a limited
timeline.

CHALLENGECHALLENGE
Led the end-to-end planning and execution of the project by overseeing logistics,
documentation, communications, and stakeholder coordination. 
Managed and delegated responsibilities across an 86-member working team while establishing
structured workflows to streamline operations.

Led the end-to-end planning and execution of the project by overseeing logistics,
documentation, communications, and stakeholder coordination. 
Managed and delegated responsibilities across an 86-member working team while establishing
structured workflows to streamline operations.

ACTIONSACTIONS

The project received the Exemplary Project
Award, while individual leadership and
project management efforts were
recognized through the Exemplary Project
Head Award.
Other project heads are utilizing the
established framework.

The project received the Exemplary Project
Award, while individual leadership and
project management efforts were
recognized through the Exemplary Project
Head Award.
Other project heads are utilizing the
established framework.

RESULTSRESULTS KEY SKILLS DEMONSTRATEDKEY SKILLS DEMONSTRATED
Documentation & ReportingDocumentation & Reporting

Logistics ManagementLogistics Management
Strategic CommunicationStrategic Communication

Workflow CoordinationWorkflow Coordination
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View Project Page ↗

https://www.facebook.com/TXParliament23


Deliverables Tracker — Documentation SystemDeliverables Tracker — Documentation System
E-Tukod: The Oro Youth ParliamentE-Tukod: The Oro Youth Parliament
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Centralized tracker buil t  for the E-Tukod
Management Committee to monitor tasks,
assignments, and team accountabil i ty across
all  stages of the program.

SAMPLE WORK · 01SAMPLE WORK · 01



Project TimelinesProject Timelines
Pag-Ila 2025Pag-Ila 2025
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End-to-end project timeline  buil t  for Pag-Ila 2025, tracking 30+ activit ies
across pre-event, execution, and post-implementation phases — with
status monitoring for a 61-member working team over a 3-month period.

SAMPLE WORK · 02SAMPLE WORK · 02



Task Delegation MatrixTask Delegation Matrix
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Committee-level delegation matrix  mapping responsibi l i t ies, task
owners, and progress status across al l  working units of Pag-Ila
2025 — buil t  to maintain accountabil i ty and coordination across a
61-member team.

SAMPLE WORK · 03SAMPLE WORK · 03



Secretariat DocumentationSecretariat Documentation
The Xavier Parliament 2023The Xavier Parliament 2023
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Secretariat tracker  used
during The Xavier Parl iament
2023 to manage internal and
external correspondence,
monitor deadlines, and
maintain organized records of
al l  communications and
deliverables across
committees.

SAMPLE WORK · 04SAMPLE WORK · 04



Workflow OptimizationWorkflow Optimization
Special Operations DivisionSpecial Operations Division
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OLD STRUCTUREOLD STRUCTURE NEW STRUCTURENEW STRUCTURE

Organizational restructuring of the Special Operations Division — streamlined from a 6-branch hierarchical
structure into 3 core operational units, improving role clar ity, task delegation, and coordination efficiency across
the division.

SAMPLE WORK · 05SAMPLE WORK · 05



Tech StackTech Stack
TOOLS & SOFTWARETOOLS & SOFTWARE
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PRODUCTIVITY · COMMUNICATION · DESIGNPRODUCTIVITY · COMMUNICATION · DESIGN

PROFICIENTPROFICIENT FAMILIARFAMILIAR LEARNINGLEARNING



E M A I LE M A I L
cimafrancalathela@gmail.comcimafrancalathela@gmail.com

L I N K E D I NL I N K E D I N
linkedin.com/in/lmcimafrancalinkedin.com/in/lmcimafranca

P H O N E  /  W H A T S A P PP H O N E  /  W H A T S A P P
+63 975 109 9397+63 975 109 9397

You focus on the big picture.
I’ll handle the rest.

You focus on the big picture.
I’ll handle the rest.

LETʼS WORK TOGETHERLET’S WORK TOGETHER

READY WHEN YOU AREREADY WHEN YOU ARE

Whether you need someone to manage the detai ls, coordinate your projects, or keep
your operations running smoothly — I'm ready to support your work from day one.

Whether you need someone to manage the detai ls, coordinate your projects, or keep
your operations running smoothly — I'm ready to support your work from day one.


