
READY TO HELP WITH ADMINISTRATIVE SERVICES

I'M EMEM OTU, AT
YOUR SERVICE!

Email Me

ADMINISTRATIVE VIRTUAL ASSISTANT
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PRODUCTIVE                              CREATIVE                            DEDICATIVE                      INNOVATIVE



About Me
I am a proactive and most sought-after
Administrative Virtual Assistant, i offer top
quality Administrative services to start-up
business owners and busy Executive through
boosting their day-to-day professional
workflow  and personal servies.

Slack, Trello, Zapier, Monday.com,

Asana, ClickUp, Zoom, Google Suite,

Microsoft Teams, Canva

Skills Tools
Multiple Email Management, Appointment

Scheduling, Data Entry, Calendar Management,

Administrative Support, Customer Service, Social

Media Management, Project Management,,

Travel Assistant, Google Form
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What I can do
for you

Administrative Support

Social Media Management

Email Management

Appointment Scheduling

Project Management
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EDUCATIONAL BACKGROUND

Federal Government
College, Kano

Akwa Ibom State
University, Akwa Ibom

Onward Nursery/Primary
School, Kano

20141995
High School College

2005
Bsc Degree
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Email Management 
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EMAIL DAIRY MANAGEMENT

Here Are  
Notable
Services i  
Offer
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Task completed with
ease and with a good
review
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 Notable
Service
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DATA  ENTRY TASK

Task completed with ease
and with a good review
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NOTABLE
SERVICES
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APPOINTMENT SCHEDULING
USING GOOGLE CALENDAR

Task completed with ease and
with a good review



NOTABLE
SERVICES

Task completed with ease and
with a good review

RESEACH / DATA ENTRY TASK08
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Let's work together!
Hire me now!
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Thank You


