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I help businesses run smoothly by handling SEO, customer service,
General virtual assistance, and digital marketing. | help with websites and
email management, assist with customer inquiries, and manage social
media. With skills in marketing, content, and admin tasks, I'm an all-in-one
support who helps businesses grow and succeed.
(A [ ]
— Work Experience
L 09164617494 MAY 2023 JEANIUS HUB
- SEO Specialist and Executive Assistant
& sheenaangeldllli95@gmail.com o
PRESENT e Keyword research and on-page optimization to
in https://bitly.cx/VSeSS analytics and content strategy.
¢ Audited websites, analyzed data, and created SEO
Q@ Calamba, Laguna Philippines strategies.
e Focused on SEO for online casinos and competitor
analysis.
Education JAN 2024 | DIRECT - CANADIAN | CALIFORNIA
- Marketing SMM & Sales | Account Manager
PRESENT ¢ Managed appointments, email inboxes, billing, and
Mats College Of TeChnOIOQY invoicing, Handled inbound and outbound calls.
BS Customer Administration Vendors and Client transaction.
2021 - 2022 ¢ Created and implemented social media strategies
e Created engaging social media content and
designed visually appealing graphics.
EXp ertise APR 2023 UPWORK: Elshadaii MotorsISET‘HMediu
- EA, Phone and Chat Support Represenstative
FEB 2025 « Managed high-volume call queues and addressed
¢ Customer Service customer inquiries via email/chat.
e Email Marketing « Proficient in CRM tools like Salesforce, Gorgias,
e Content Management Systems Shopify, a Amazon systems.
(cMms)
e Blog Site Management JAN 2023 | SELLER INVESTIGATOR - CARBON 6
° Ghostwriting - Amazon Case Manager
e Marketing Specialist SEPT 2023 * Managed missing inbound units and tracked
 SEO & Digital Marketing reimbursements.
e Word Processing & Productivity ¢ Updated FBA shipment statuses through Amazon
seller accounts.
Tools
e Graphics Design bEc 2020 | HIGHLAND GREEN CLEANING CA
* Social Media Monagement - Executive Virtual Assistant/ SMM
anguage DEC 2022 . .Mon.ctged scheduling, email inboxes, billing, and
invoicing
English WAy 2017 | IQOR/VXI/CONCENTRIX
_ Customer/Technical Support
MAY 2022 e Handled customer inquiries and complaints with
proficiency in CRM tools.



https://www.linkedin.com/in/sheenaangeldva/

