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• Bookkeeping Support (QuickBooks)
Recorded transactions, tracked expenses, and
maintained accurate financial records.

• Administrative Support
Managed emails and calendars, coordinated
scheduling, and handled client follow-ups.
 
• Organization & Efficiency
Managed files (Google Workspace, Microsoft
365), performed data entry, and maintained
documentation.

• Business Support
Conducted research, prepared reports,
maintained spreadsheets, and managed CRM
systems.

• Lead Generation
Conducted prospect research, built and
maintained databases, executed outreach,
and nurtured qualified leads.

• Social Media Management
Scheduled content, created basic graphics,
managed engagement, and tracked
performance.

• Customer Support
Responded to inquiries, coordinated bookings,
and maintained strong client communication.

Work Experience:

Ticketing Representative /
ZestAirways     2011 - 2012

Issued flight reservations and electronic
tickets using Amadeus and Sabre.
Processed cancellations, refunds, and seat
changes in compliance with fare policies.
Managed passenger check-ins, baggage
handling, and responded to inquiries.
Collaborated with ground operations to
ensure smooth travel experiences.
Recognized for quick problem resolution,
attention to detail, strong communication,
and composure under pressure.

Admin Support / Chinabank Inc.,
2012 - 2013

Organized and dependable
Administrative Support Specialist with
proven reliability.
Skilled in calendar management, data
coordination, communication, and
project assistance.
Known for strong attention to detail,
problem-solving, and resourcefulness.
Thrive in fast-paced environments
while ensuring accuracy and efficiency.

Retail Associate     2015 - 2025
Managed product listings, customer
inquiries, order fulfillment, and transactions
on Facebook Marketplace.
Delivered responsive customer support,
processed refunds, coordinated shipping
logistics, and built strong client
relationships.

Here’s what I can offer: 
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Get i n  t o u ch . .

Tra in i ng Cer t i f i ca t i o ns

Too l s

+639276152975

lizamae0514@gmail.com

Koronadal City, 9506

@maeyang08

Best in Content Plan
Best in Email Marketing
Best in Email Telemarketing
Best in Website Design
Masterclass Virtual Assistant (MVA)

•Google workspace
•Canva
•Wix
•Flodesk
•Calendly
•Capcut

•Hubspot
•Notion
•Slack
•Shopify
•Quickbooks
•Snov.io

Hard Skills:

Education:

University of Mindanao
Business administration (Undergraduate)
2005 - 2006

Mindanao Medical Foundation College
Bachelor in Science in Nursing
2007 - 2009

Highschool:
Assumption College of Davao 
2000 - 2004

Light Bookkeeping (QuickBooks)
Administrative Support
Calendar & Inbox Management
Customer Support
CRM and Lead‐generation
Email Management
Lead Generation
Social Media Management

Soft Skills
Time management for efficient task
prioritization.
Exceptional organizational and multitasking
abilities.
Adaptability & Willingness to Learn .
Attention to Detail. 

College:
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