Retail Associate

ZestAirways

2015 - 2025

e 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.

Ticketing Representative /

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.

Virtual Assistant

Here’s what | can offer:

* 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.

Admin Support / Chinabank Inc.,
2012 - 2013
e 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.

* 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.
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SM ESK Virtual Assistant

FROM TO-DO TO DONE—SMARTLY

Dl

College:
_ L « Mindanao Medical Foundation College
&—077‘/—N7@/ — Bachelor in Science in Nursing

2007 - 2009

@ +639276152975 « University of Mindanao
. . Business administration (Undergraduate)

g lizamae0514@gmail.com 2005 - 2006
) @maeyangos Highschool:
A « Assumption College of Davao
ﬁ Koronadal City, 9506 2000 - 2004

Hand Sefs:

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

Trssninge (|efefuesfimns,

Best in Content Plan

Best in Email Marketing

Best in Email Telemarketing

Best in Website Design
Masterclass Virtual Assistant (MVA)

b

*Google workspace <Hubspot 2= /Y
o Time management for efficient task

«Canva *Notion R
“Wix Slack prlor|t|?otlon. o | |
» Exceptional organizational and multitasking
*Flodesk *Shopify -
_ abilities.
*Calendly *Quickbooks « Adaptability & Willingness to Learn .

«Capcut *SNov.io « Attention to Detail.
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A calendar invitation has been sent to your email address,
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2 Liza Mae
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| _,/URGE MARKETPLACE
CERTIFICATE (

COMPLETION

THIS CERTIFICATE IS PROUDLY PRESENTED TO 3
for having successfully completed the In-Person Virtual Assistant Program for
MASTERCLASS VIRTUAL ASSISTANT (MVA)

With the following inclusions: Administrative Tasks; Email Management; Calendar Management; Transcription; Lead

and Prospect Generation; Project Management; CRM Management; Online Baokkeeping; Social Media for Business;
Website Management; Search Engine Optimization for Businesses; Customer Service and Support; Telemarketing;
Email Marketing; Facebook Ads for Business; Setting a Freelancing Brand; Getting Hired in Freelancing Platforms
Setup; Creating a VA Resume; Crafting an Application Proposal; Preparing and Nailing a VA Interview; Setting up

Payments; Creating a VA Portfolio; Travel Arrangement; Creating a VA Package; Getting Clients Tips and Strategies;

Applications
Given this 5th day of A+~ =+ 2nac 4

g SURGE

Total Training: 40 Hours
Cem icate ID: MVA 0000-252

CERTIFICATE
OF ATTENDANCE

THIS CERTIFICATE IS PROUDLY PRESENTED TC

Figa MaeP.Duren

far attending the 5 days In-Person {(Face-to-Face) Training for

MASTERCLASS VIRTUAL ASSISTANT (MVA)

Given this 25th day of July, 2025

S oAk |
Q SURGE JULMAK :?ur.! U.LOCSIN GABRIEL ANGELD LUCIRO

CERTIFICATE Ol
APPRECIATION

15 PRESENTEL TO

LizaMae 0. Veroqy

for h|s!her achlevements during the 5-Day
In-person Masterclass Virtual Assistant
Training Batch - 47 M5,

BEST IN EMAIL MARKETING

Given this 25th day of July, 2025,

JULMAR sﬁJqA(_r U.LOCSIN GABREL ANEELD LUCERD
CEG & OWNER coo

SURGE FREELANCING MARKETPLACE

CERTIFICATE OF
APPRECIATION

15 PRESENTED TO

g '| s n 5
Lizg e VKV Lo
q “; i ‘; 1.1:1,&91 L
for hIS.l"hEl' achlevements during the 5-Day

In-person Masterclass Virtual Assistant
Training Batch - 47 MS,

BEST IN WEBSITE DESIGN

Given this 25th day of July, 2025
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JLu_MAE_@CE U, LOCSIN GABRJEL ANGELO LUCERO
CECQ & OWNER coo

SURGE FREELANCING MARKETPLACE

CERTIFICATE OF
APPRECIATION

15 PRESENTED TC

Liza Mae 0. Vasreqy

for hrsfher achievements during the 5-Day
In-person Masterclass Virtual Assistant
Training Batch - 47 M5,

BEST IN TELEMARKETING

C.-ﬂr\ his25th day of July. 2025
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JULMAR GRACE U, LOCSIN GABRJEL 4Nf€Ll" LUCERD
CEC & OWNER

SURGE FREELANCING MARKETPLACE

CERTIFICAT v c: OF
.:‘3\ PPRECIATION

5 PRESENTED TO

wa 01 Pm ﬂj,% o

for hls}‘her athle\rements during the 5-Day
In-person Masterclass Virtisal Assistant
Training Batch - 47 M5,

BEST IN CONTENT PLAN

Given this 25th day of July, 2025
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JULMAR ERACE U, LOCSIN GABR[EL ANGELD LUCERD

CEC & OWNER coo



