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Virtual Assistant



About About 
Me Me 

I am a results driven Lead Generation Specialist and Appointment Setter with nearly 5 years of
experience helping businesses grow their pipeline and increase sales opportunities.
I specialize in identifying high quality leads, initiating meaningful conversations, and
converting prospects into qualified appointments. My experience includes cold calling,
LinkedIn outreach, and data mining, using tools like Apollo and CRM platforms to manage
pipelines, and ensure consistent follow-ups.
Throughout my career, I have worked with various industries, consistently delivering strong
results by combining effective communication, persistence, and strategic targeting. I
understand the importance of building trust with prospects and creating a smooth transition
from first contact to booked appointment.
I am highly organized, detail oriented, and committed to helping businesses scale by
providing a steady flow of qualified leads and booked meetings.



Social Media Management (TikTok, Instagram, Facebook)
Content creation using Canva & CapCut

Posting & scheduling content
Caption writing & hashtag research
Lead generation & cold outreach

Data entry & web research
Email & inbox management

ChatGPT-assisted content & productivity tasks

Services 



Tools

Canva
CapCut

ChatGPT/Gemini
Google Docs, Sheets &

Drive
Apollo.io/Notion

TikTok & Instagram tools

Skills

Lead Generation Specialist
Strong attention to detail

Dm Setter
Communication Skills

Fast learner & self-driven
Appointment Setter

Tools & Skills 





EXPERIENCE 
Assisted with social media posting and content creation

Created graphics and short-form videos for TikTok & Instagram
Conducted lead research and organized contact lists

Maintained organized workflows and meet deadlines consistently
Appointment Setter-Roofing Company(cold calling And Email

Marketing

Virtual Assistant – Freelance / Practice Projects



Sample Work 



Sample Work 



⏰ AVAILABILITY & WORK SETUP

Availability: 20–40 hours per week
Time Zone: GMT+8 (Philippines)

2 Stable internet back up with
Power Source Back up and Laptop

Intel(R) Core i5-6300U CPU
@2.40GHz

with Noise Cancel Headset

I am excited to support your business and help you
save time by handling daily tasks efficiently. Let’s work

together to achieve your goals.

📩 LET’S WORK TOGETHER
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