
I 'am conf ident in my abi l i ty

to make anything I  put my

mind to success.  I  work

quickly,  posit ively,  and

eff ic iently because I  love

what I  do.  I 'm extremely

motivated and a great

manager of  t ime. .

P R O F I L E

E X P E R I E N C E

Mobile :  +639338214199

Email :  miralunaarellano27@gmail .com

Skype:  miraluna_27

Facebook.com/miralunaarellano27

Instagram: @mirapaculares

Twitter :@Mirapacs

 

 

 

Flexible Administrat ive Ski l ls

Data Entry and Product

List ing Advert is ing

Sales and Market ing 

Internet Research

Art icle writ ing and web

management

Expert ise in Google

products,  Microsoft  off ices

and other Virtual  Assistant

software tools 

S K I L L S

FREELANCE VIRTUAL ASSISTANT
DEC 13,  2018 -  PRESENT

Art icle,  Content and  Product

Descr ipt ion Writer

Cold Email  Special ist

Facebook Ads Manager

 

CUSTOMER SERVICE SENIOR ASSOCIATE
WNS GLOBAL SERVICES |  DEC 2015 -  AUG 2018

Email  and Live Chat Communicat ion 

Situat ion Evaluat ion and Attent iveness 

Empathy and Persuat ion Ski l ls  

Time Management and Flexibi l i ty

Closing Abil i ty 

E D U C A T I O N
BACHELOR OF ACCOUNTANCY
UNIVERSITY OF MINDANAO  |   2008 - 2010

 

M I R A L U N A
A R E L L A N O

V I R T U A L  A S S I S T A N T

TECHNICAL INTERN TRAINEE
KABUSHIKIGAISHA –DAILY EGG LTD. CO.  |  

DEC 2013 -  DEC 2014 

I  Worked as a production operator in

which I  performed product

segregat ion,  checking,  packing and

maintained 5S in the workplace.

R E F E R E N C E
DHAMIELYN SARNO
PRO VA PH, PROJECT MANAGER

dhamsarno@gmail .com


