ALLIEZON KAYE LAGUNZAD

Hello, and thank you for visiting my portfolio! I'm
Alliezon Kaye Lagunzad,l am a Social Media Manager
and Graphic Designer.

I am well-equipped to assist businesses in various
industries. My goal is to streamline operations,
increase efficiency, and contribute to the overall
success of my clients.



ABOUT ME

I am dedicated to providing
exceptional support to help
businesses thrive and grow.
Whether it's managing
administrative duties, social
media marketing, email and
calendar management, | am
committed to delivering
excellence and ensuring client
satisfaction.

Let's connect and discuss how |
can contribute to your success as
a Virtual Assistant. | look forward
to the opportunity to work
together and make a positive
impact on your business.

welcome



SKILLS AND
EXPERTISE

Proactive problem-solving
and troubleshooting

Excellent organizational and
time management abilities

Email management,
scheduling, and data entry

Strong communication and
interpersonal skills

Attention to detail and
accuracy




SERVICES
OFFERED

1.Administrative Support:

o Efficiently manage
administrative tasks such
as email and calendar
management, data entry,
document organization,
scheduling appointments,
and general
correspondence. Bring
organization and streamline
processes to enhance
productivity.




2. Social Media Management:

o Develop and execute social
media strategies, create
engaging content, schedule
posts, monitor platforms, and
interact with followers.
Increase brand visibility,
engagement, and reach the
target audience.

3. Customer support:

o Handle customer inquiries,
provide prompt and helpful
responses via email, live
chat, or social media. Ensure
customer satisfaction,
resolve issues, and maintain
positive relationships with
clients.




5. Email Marketing:

o Design and implement
effective email marketing
campaigns using platforms like
MailChimp or Constant
Contact. Create engaging
email content, segment the
audience, monitor open and
click-through rates, and track
campaign performance.

6. Graphic Design and Basic Video
Editing:

o Create visually appealing graphics
for social media posts,
presentations, and marketing
materials. Edit and enhance
videos, adding captions,
transitions, and basic effects.




TOOLS 1 AM
PROFICIENT IN

ME e BOQ 1] Office
MBDL Do EED

8006
= @
C B @

Z00M Microsoft 365 Calendly



BANNERS

WEBINAR
SOCIAL MEDIA MARKETING

\WiEr: Allsa Grey fSacial Media Managen)







FLYERS

PLAN.YOUR
% < TRIPS WITHUS .-

_Volunteers
NEEDED

24-25 FEBRUARY 2023

wencedhelpwith | Lot jolnwith us




CERTIFICATES

& 4 " 4
CERTIFICATE CERTIFICATE
of Complotion ” of Completion //
et o i st —
Alliezon Kaye Lagunzad i Alliezon Kaye Lagunzad -]
v
SUCEISSIALY COMPLLTID ARG o ARDD ACIETHGATE TS COMPLETED AN WS ARARDES A CLRTBSEATE 4
Graphic Design with Canva Course Social Med/a Management

wmgp

KGRSO PH

peimpeies

I———

kRSO PH




WHY CHOOSE MLE

Client-Oriented

My number one priority is customer satisfaction. | make sure that | always take into
consideration how | can accommodate my client's needs, wants, and specifications

e Self-Starter

P I'm a self-starter who takes great initiative and ownership in my work. | thrive on
/ independently driving projects forward and finding solutions proactively.

Y Passionate Worker

I work not only to earn a living but to make an impact on the business objectives
\ and goals of my clients. | love working and seeing good results.



