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A.K.A. AMINAH

About Me

| specialize in providing tailored virtual executive assistance to empower businesses
and entrepreneurs to excel. With expertise in managing calendars, coordinating
meetings, handling correspondence, and streamlining administrative tasks, | ensure
smooth and efficient operations. Additionally, | offer creative support through content
creation, such as video editing, designing promotional materials, and producing
visually engaging presentations. My goal is to manage the essential details that keep a
business running and enhance its brand presence. Each partnership is built on trust
and reliability, allowing my clients to focus on their core objectives while | handle both
administrative and creative tasks. It's not just about completing assignments—it's
about driving productivity, fostering growth, and being a reliable partner in achieving
success.




PROFESSIONAL

SKILLS

Project Management Al for Task Automation
Social Media Management Customer Service
Facebook Ads, Instagram Ads Technical Support
Calendar Management Event Coordination
Email Management Website Maintenance
Travel Management Vendor Coordination
Inbox Management Grant Writing
Appointment Setting Contract Drafting

Graphic Design
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CREATIVE PROJECTS

SLIDES/DECKS

Tasty lackfruit Tacos FREE EBD OEK
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Vegan Bolognese (Rice Pasta) with

— Life: A Quick
Raw Spring Rolls Start GUide

Stuffed Red Bell Pepper with Raw
Walnut Meat

Biav

Raw Pad Thai with Spiralized
Weggies
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CREATIVE PROJECTS

SLIDES/DECKS
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CREATIVE PROJECTS

VIDEOS/REELS

f‘ 1ﬁ} Detoxification Through
F ACT Holistic Wellness




CREATIVE PROJECTS

VIDEOS/REELS
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WEB MIAINTENANCE &« MANAGEMENT

Value Your Health

Begin your healing
journey loday

Dive into Homeopathy and Integrative Murse Coaching on a
focused free 15-minute discovery call,

At Value Your Health, our mission is to empower individuals to take control of their health through personalized,
integrative care. We combine the wisdom of homeopathy, natural remedies, and evidence-based healthcare to create
indivicualized plans that support long-tenm wellness and balance = with a special focus on women's health,

Value Your Health

Managed this WordPress website by connecting
its hosting through Namecheap, adding pages,
revising content and images, installing an email
opt-in plugin, designing the logo, ensuring all
plugins are up to date, and generating analytics
reports.

Leading Women into a
New (ﬂ(}b:ﬂ Paradigm

Dr. Sharon Yost

Lifestyle Coach

Dr. Sharon Yost

Managed this WordPress website by installing
plugins, adding an email opt-in for marketing,
integrating the healthcare consultation platform,
and ensuring all plugins remain up to date. Set
up WooCommerce to add products, services, and
eBooks, created dedicated pages to showcase
them, and generated analytics reports.
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: BLACK GIRL IN LOVE
ABOUT WITH HERSELF)

Trey Anthony

Managed this Showit website by creating and
adding new pages, including a dedicated reviews
page and a shop page to enhance user
engagement and functionality.



% LET'S WORK ¥
TOGETHER

aminah.executiveassistant@gmail.com MrsHassan2018 +63938 483 8656




