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PROFESSIONAL SUMMARY 

Administrative & Operations Virtual Assistant with 7 years of experience in documentation, records management, 
reporting, and operational support. Skilled in Google Workspace, workflow automation, and process improvement. 
Experienced in building organized systems that improve efficiency and support business operations. 

PROFESSIONAL EXPERIENCE 

Independent Virtual Assistant & Automation Projects 

Self-Employed | Freelance | Remote January 2026 – Present 

• Built an AI-powered order processing and customer retention system using Zapier, Tally, and Google Sheets 
— automating follow-up emails and reducing manual processing time by an estimated 5+ hours per week 

• Developed a client expense and income tracker in Google Sheets with SUMIFS formulas and automated 
dashboards — enabling real-time financial visibility without manual computation 

• Designed a multi-platform content creation automation pipeline using Zapier and AI tools — automating daily 
script generation, image creation, and video publishing across YouTube and Instagram 

Enlisted Personnel 
Philippine Coast Guard | Full-time May 2019 – February 2026  

• Built a complete documentation and file management system from scratch at Camotes Island substation — 
organized 80+ official files in Google Drive and established shared access for a 4-person team with zero prior 
digital system in place 

• Prepared and submitted 10+ monthly operational, logistics, and administrative reports in compliance with 
Philippine Coast Guard standards. 

• Managed all official email communications and administrative correspondence for the substation, maintaining 
professional standards across all government channels  

Data Encoder (Job Order) 
Department of Social Welfare and Development (DSWD VII - SFP) | Part-time February 2017 – October 2017 

• Encoded and managed 20,000+ beneficiary records for the Supplementary Feeding Program at 
approximately 100 records per day, maintaining high accuracy across all entries 

• Ensured data integrity and consistency across multiple government reporting systems through systematic 
cross-referencing and verification 

SKILLS 

Google Workspace • Microsoft Office • Airtable • CRM Management • Email & Calendar Management • Data Entry 
• Records Management • Document Management • Administrative Support • Google Sheets • Zapier • Workflow 
Automation • AI Tools (ChatGPT, Gemini, Claude) • Canva • Communication • File Management 

EDUCATION 

Bachelor of Science in Aircraft Maintenance Technology 

Philippine State College of Aeronautics | MBEAB Campus, Philippines | Graduated 2014 

CERTIFICATIONS 

• TESDA NC II — Computer Systems Servicing | TESDA | January 2026 | Valid until January 2031 

• Coast Guard Information System Technician Specialization Course | January 2026 

LANGUAGES 

English:  Professional Working Proficiency 

Filipino:  Native 


