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HIRE ME

mailto:rachaelabiola01@gmail.com


ABOUT ME
I am a Certified Virtual Assistant trained in email
management, calendar organization, file
management, travel itinerary planner, and administrative
support. I support business owners by managing daily
tasks that improve organization, communication, and
workflow efficiency.

I am highly reliable, detail-focused, and committed to
delivering quality work while continuously improving my
skills through practice and hands-on project work.
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EDUCATION
 HER GROWTH HUB ACADEMY

CERTIFICATE IN REMOTE WORK ETIQUETTE,TOOLS & DIGITAL LITERACY

BOSSA ACADEMY

CERTIFICATE IN VIRTUAL ASSISTANT PROGRAM 

CRESTFIELD COLLEGE OF HEALTH TECHNOLOGY  OSUN STATE NIGERIA

CERTIFICATE IN PHARMACY TECHNICIAN
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SERVICES I OFFER
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1.Administrative & Executive support: Organizing emails,
managing calendars, creating documents, and keeping
records accurate

2.Customer Support : Handling inquiries, resolving issues,
tracking orders, and maintaining client databases.

3.Research & Documentation: Conducting market, product,
or competitor research and summarizing findings clearly.

4.E-commerce  Support: Managing product listings, tracking
inventory, assisting with orders, and following up with
customers.
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  5. CRM & Data Management: Maintaining customer
databases, tracking leads, and preparing simple reports to
monitor sales performance and client interactions.
 6. Personal Assistance: Planning travel, booking
appointments, sending reminders, and assisting with online
tasks.
  7. Project & Task coordination:  Setting up task boards,
tracking deadlines, creating checklists, and coordinating
teams.



TOOLS I WORK WITH
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CALENDAR
MANAGEMENT

Demonstrated effective
calendar management
by organizing
appointments, meetings,
and deadlines to
optimize productivity
and ensure seamless
scheduling.”
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EMAIL
MANAGEMENT

Inbox Organized & Prioritized
Kept emails sorted, flagged,
and tracked to ensure timely
client responses.
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TRAVEL
ARRANGEMENT

I coordinated the full 3-day
business itinerary and prepared
the accompanying budget
summary, ensuring all meetings,
travel arrangements, and
logistics were organized
efficiently and professionally.
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RESEARCH
Researched and recommended
reliable flights, safe hotels, and
convenient local transport for a
3-day business trip from Lagos
to Nairobi, providing clear
options to support quick client
decisions.
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PRESENTATION & REPORT

Designed a professional
presentation highlighting key
insights and actionable
recommendations with clear
visuals and concise content.”

Prepared a concise, well-structured report
summarizing key travel details and
recommendations, presented in a clear
and professional layout for easy decision-
making.
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DATA ENTRY

Efficiently managed and inputted
large volumes of data with accuracy
and attention to detail. Organized
information into structured
formats, ensured data integrity, and
supported smooth workflow
operations.
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HER GROWTH
HUB ACADEMY

BOSSA
ACADEMY
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LINKEDLN

AKIODE RACHAEL

WORK WITH ME

Email (+234) 9137021312 

Reliable & Timely: I deliver tasks on schedule with consistent quality.
Clear Communication: You’ll always get updates, clarity, and
professionalism.
Organized & Detail-Oriented: I keep your tasks, files, and schedule well-
structured and error-free.
Tech-Savvy: Skilled with tools like Google Workspace, Trello, Asana,
Canva, CRMs, and more.
Quick Learner: I easily adapt to your systems and workflows.
Problem Solver: I anticipate needs and provide practical solutions.
Professional & Confidential: Your information is safe and handled with
respect.
Client-Focused: I tailor my support to match your goals and working
style.

WHY CHOOSE ME

https://www.linkedin.com/in/akioderachael
mailto:rachaelabiola01@gmail.com

