
ALLIEZON KAYE LAGUNZAD
Hel lo,  and thank you for  v is i t ing my port fo l io!  I 'm

Al l iezon Kaye Lagunzad, I  am a Socia l  Media Manager
and Graphic Designer.

I  am wel l -equipped to assist  businesses in var ious
industr ies.  My goal  is  to st reaml ine operat ions,

increase ef f ic iency,  and contr ibute to the overal l
success of  my c l ients.



I  am dedicated to provid ing
except ional  support  to help
businesses thr ive and grow.
Whether i t 's  managing
administ rat ive dut ies,  socia l
media market ing,  emai l  and
calendar management,  I  am
commit ted to del iver ing
excel lence and ensur ing c l ient
sat is fact ion.

Let 's  connect  and discuss how I
can contr ibute to your success as
a Vir tual  Assistant .  I  look forward
to the opportuni ty  to work
together and make a posi t ive
impact  on your business.
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ABOUT ME



SKILLS AND
EXPERTISE

Excel lent  organizat ional  and
t ime management abi l i t ies

Strong communicat ion and
interpersonal  sk i l ls

At tent ion to detai l  and
accuracy

Proact ive problem-solv ing
and t roubleshoot ing

Emai l  management,
schedul ing,  and data entry



Administrat ive Support:1.
Ef f ic ient ly  manage
administ rat ive tasks such
as emai l  and calendar
management,  data entry,
document organizat ion,
schedul ing appointments,
and general
correspondence.  Br ing
organizat ion and streaml ine
processes to enhance
product iv i ty .

SERVICES
OFFERED



3. Customer support:
Handle customer inquir ies,
provide prompt and helpfu l
responses v ia emai l ,  l ive
chat ,  or  socia l  media.  Ensure
customer sat is fact ion,
resolve issues,  and mainta in
posi t ive re lat ionships wi th
cl ients.

2.  Social  Media Management:
Develop and execute socia l
media st rategies,  create
engaging content ,  schedule
posts,  moni tor  p lat forms, and
interact  wi th fo l lowers.
Increase brand v is ib i l i ty ,
engagement,  and reach the
target  audience.



6.  Graphic Design and Basic Video
Edit ing:

Create v isual ly  appeal ing graphics
for  socia l  media posts,
presentat ions,  and market ing
mater ia ls .  Edi t  and enhance
videos,  adding capt ions,
t ransi t ions,  and basic ef fects.

5.  Email  Marketing:
Design and implement
ef fect ive emai l  market ing
campaigns using plat forms l ike
Mai lChimp or  Constant
Contact .  Create engaging
emai l  content ,  segment the
audience,  moni tor  open and
cl ick- through rates,  and t rack
campaign performance.



TOOLS I AM
PROFICIENT IN



BANNERS



LOGO



FLYERS



CERTIFICATES



Client–Oriented

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

Self-Starter

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

Passionate Worker

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

WHY CHOOSE ME


