Lathela Michaela Cimafranca

Executive & Operations Specialist

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.

AREAS OF EXPERTISE

Executive Assistance SOP Creation Workflow Management
Project Tracking & Documentation Team & Task Coordination

Organizational Process Support Stakeholder Communication
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WHAT | OFFER
Core Services

Executive Assistance

01

Calendar & inbox
management

Meeting
coordination

Research &
reporting

Administrative
support

& 02
Operations &

Project Coordination

* Workflow
management

* Team
coordination

* Task monitoring

e SOP creation

=) 03

Communications

Support

e Professional writing
* Proposal formatting
° Presentation support

o Stakeholder
communication



CASE STUDY - 01 OF 04 ONGOING

E-Tukod: The Oro Youth Parliament 50 Multi

Project Management & Public Engagement
Executive Director - Oro Youth Development Office - City Government of Cagayan de Oro - 2026-2027

CHALLENGE ACTIONS
The project required the e Leads the operational coordination of the program by overseeing documentation systems,
coordination of a city-wide youth stakeholder communication, and implementation monitoring.

o Coordinates directly with institutional representatives and government partners to facilitate
smoother collaboration between participating schools and the Oro Youth Development

parliament involving delegates from
multiple tertiary institutions,

demanding a structured operational Siiilec
system to manage communication,
dlocumEniEiion, Senselling, ene PROGRESS TO DATE KEY SKILLS DEMONSTRATED
inter-institutional collaboration. As a e The established operational systems Government &
developing program, the project contributed to more streamlined collaboration Institutional Coordination
needed organized workflows and among stakeholders as the project continues to Information Tracking
consistent monitoring to support develop. Documentation Systems
efficient implementation across its e Currently pursuing sponsorship coordination to
various stages. support program sustainability and event

funding

View Project Page 2



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

CASE STUDY

- 02 OF 04

Pag-lIla 2025

Project Management & Public Engagement
Project Head - Xavier University — Ateneo de Cagayan - 2025-2026

COMPLETED

CHALLENGE
Voter apathy

among youth and

limited access to

ACTIONS

e Managed a 61-member working team

o Coordinated partnerships with government and media
organizations

e Oversaw logistics, documentation, and project execution

candidate ) e :

. . e Led livestream accessibility initiatives for broader audience reach
information in

underserved

barangays made

meaningful RESULTS

electoral e Reached constituents across multiple barangays through Facebook

participation
difficult ahead of
the May 2025

elections.

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

o Awarded Exemplary Project Award + £15,000 incentive by the City
Government of Cagayan de Oro

61 P15K

TEAM SIZE CITY AWARD

10K+ 4K+

LIVESTREAM | VIDEO SERIES
VIEWS VIEWS

KEY SKILLS DEMONSTRATED
Stakeholder Communication
Cross-Functional Collaboration
Digital Coordination

Strategic Planning

View Project Page ~



https://www.facebook.com/PagIla2025

CASE STUDY - 03 OF 04 COMPLETED

Special Operations Division

Operations Coordination & Workflow Management
Deputy Director - CSG - Xavier University — Ateneo de Cagayan - 2024-2025

CHALLENGE ACTIONS
The Special Operations e Conducted an internal assessment of the division’s

ivisi i operational structure 693 SOP
Division operated in a fast- P

e Led the restructuring of the division’'s organizational
framework by refining role delegation & responsibilities,
and establishing unit-wide strategies & protocols.

paced environment that
required a stronger internal
structure and more efficient
operational workflows.
Existing processes lacked

standardization, which RESULTS KEY SKILLS DEMONSTRATED
created challenges in e Streamlined the division's structure from six sub- Operations Support
coordination, proposal branches into three core operational units to improve Workflow Optimization

workflow clarity and coordination efficiency.

o The restructured framework was adopted as the
division's standard operating model for the remainder
of the term.

review, and project Operational Efficiency

execution across the
division.

Administrative Management



CASE STUDY - 04 OF 04

The Xavier Parliament 2023

Project Management

Project Head - CSG - Xavier University — Ateneo de Cagayan - 2023-2024

CHALLENGE

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.

COMPLETED
TEAM SIZE DELEGATES AWARDS

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

RESULTS KEY SKILLS DEMONSTRATED
e The project received the Exemplary Project

Award, while individual leadership and
project management efforts were

recognized through the Exemplary Project
Head Award. Workflow Coordination

Documentation & Reporting
Logistics Management
Strategic Communication

o Other project heads are utilizing the Stakeholder Coordination
established framework.

View Project Page ~



https://www.facebook.com/TXParliament23

Deliverables Tracker — Documentation System
E-Tukod: The Oro Youth Parliament

E-TUKOD : THE ORO YOUTH PARLIAMENT

Message of Greetings and

Centralized tracker built for the E-Tukod
Management Committee to monitor tasks,
assignments, and team accountability across
all stages of the program.




PrO]ect Tlmellnes End-to-end project timeline built for Pag-lla 2025, tracking 30+ activities

across pre-event, execution, and post-implementation phases — with
Pag-lla 2025 status monitoring for a 61-member working team over a 3-month period.
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Committee-level delegation matrix mapping responsibilities, task

TaSk Delegatlon Matrlx owners, and progress status across all working units of Pag-lla

Pag-lla 2025 2025 — built to maintain accountability and coordination across a
61-member team.

COMMITTEE
MASS RELATION S
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PRIN CERTIFICATE OF PARTICIPETIDN

CREATIVES HANMEFLATES OF CANDIDATES [SURMAME. FIRST MAME]
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PROGRAMS
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SAMPLE WORK - 04

Secretariat Documentation
The Xavier Parliament 2023

INTERNAL AFFAIRS

Hartnaiship Adusl 2o M u LOLLEGE GOUNCILS

Fartnaership. Provide Paecicipan Tor Dhe Event

Secretariat tracker used

| during The Xavier Parliament
oo me— : 2023 to manage internal and
s Ty 3 - external correspondence,

Rt s 76,2073 @ TXP'23, (PARTNERSHIP INVIT. D ' monitor deadlines, and

' maintain organized records of

all communications and

deliverables across

committees.

il o | e Xavies Parlioment 20603

EXTERMAL AFFAIRS

B SOLIDARITY MESSAGE & VID

B [PLENARY SPFAKERS] LPDAT

Sponsarship Snacks ke P sipquniE T Vo el Sargaesl 31, MNP m SHNSORSHIFS

e

Hurman Nabire

Mede Sponsorship Lunch lor Fadicpan



Worktlow Optimization

Special Operations Division

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

| DIRECT 0% FOR SPECIAL OPERATIONS Director far

I

| DEPLITY (NRECTOR FOR SPECLAL OPERATIONS

Deputy Diractor
for
| -E:;F:IE!I::IE| Operalions

Special Operations

QEPUTY DIRECTON FOS FORMATION AND
COMMLUSITY DEVELODPMENT

. : |
| | | | External
_ _ Budget & Finance ki

- Secretaria BaC o cations
FROPOSAL REVIEW HEAD SECAFTARMAT HEAD ; EXTERRMAL COMMUNICATIONS HEAD | | BUDSET AND FINANCE HEAD SREratariat Hasg Head MO

DEPUTY DIRECTOR FOR LEGISLATEVE SERVICES

Head
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LET'S WORK TOGETHER

You focus on the big picture.

I’ll handle the rest.

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

u cimafrancalathela@gmail.com m linkedin.com/in/Imcimafranca G +63 975 109 9397



