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OBJECTIVE 
Motivated Grade 12 Computer Systems Servicing student seeking a Virtual Assistant position where I can apply my skills in email management, social media, Microsoft Office, and basic digital marketing while gaining valuable professional experience and contributing to the success of the company.
 
EDUCATION  
· Senior High School – Engineering Strand 
Sto. Domingo National Trade School | Graduated: 2027
Junior High School 
Sto. Domingo National Trade School | Graduated: 2025 
· Primary School 
Bignay Elementary School Graduated with Honors | 2015-2021 
 
 
EXPERIENCE  
· Grade 12 CSS student with foundational skills in computer systems, email management, and digital tools.
· Experienced in organizing information, preparing documents, and completing tasks accurately and efficiently.
· Developed basic skills in email communication, social media management, and online research.
· Assisted with creating and organizing digital content for social media platforms.
· Practiced accurate data entry, documentation, and file organization.
· Collaborated on school projects requiring communication, teamwork, and attention to detail.
· Familiar with Facebook and basic digital marketing concepts, with a willingness to learn and improve.

SKILLS 
· Email Management and Communication
· Facebook and Social Media Management
· Basic Facebook Ads Management
· Data Entry and Online Research
· File and DocumentOrganization
· Basic Computer Troubleshooting
· Attention to Detail and Time Management
· Written Verbal Communication
· Microsoft Excel  
· Microsoft Word & PowerPoint  
· Basic process simulation software 
· Data recording and technical documentation 
 
 
AWARDS AND ACHIEVEMENT  
· With Honor Awardee from grade 1 to 6
· With Honor Awardee from grade 9 to 11
· With High Honor Awardee grade 12
· Academic Excellence Award in Science  
· Academic Excellence Award in Numeracy  
· Active in teamwork and leadership roles: Scout of the Year 
· Demonstrated discipline and reliability 
· Participated in Team-Based School Projects and Presentations
· Complete Hands-on Computer and Technical Activites
