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ore than able to tackle the tasks that are slowing you down - whether it's

Ve and executive support, project management, purchasing,
o proofreading - I've got the skills (and the stamina) to help you stay
sed, productive, and stress- free.

ehind-the-scenes, so you can shine front and center.
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Brag, but...

blem solving even the most difficult and challenging of use cases.”
den, Sr. Financial Systems Analyst

)ositivity to the office every day. Her eagerness to always learn and
> was refreshing and appreciated.”
ntent Marketing, Communications, Strategy

r company. Her contributions and professionalism were invaluable.”
esident/CEO at Job Industrial Services

asks flawlessly, and kept everything on track with humor and grace.”
2 Burn, DISC Certification Export



deal for basic ongoing admin or

content tasks

$450/month
10 hours

More hours and executive

Support for growing businesses

S executive support,
comprehensive website
management and support

$2000/month
40 hours
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Assisted in the updating, proofing, editing and
publication of book entitled, Freedom Is Not
Free, written by Ralph Hockley.
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“A Jewish Child in Nazi, Germany
V . 0 A Refugee in France Before and After Nazi
AR e e M“”“m Occupation
“‘"Mfﬁ,"”wmz An American Soldier in a Defeated Germany
\ calrn o w. wockier g An Artillery Officer in South and North Korea
An Intelligence Officer in Cold War Berlin”
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2000 Plery s

Provide remote administrative support to 16 C-level executives, managing
calendars, travel, virtual meetings, and expense reports via Emburse.
Oversee legal documentation, NDA tracking, and logistics using BOX and
Google Suite. Maintain websites (Squarespace, WordPress), newsletters
(MailerLite), and virtual events (Whova, EventBrite), while handling
invoicing through Bil.com and vendor payments via QuickBooks. Created
SOPs for onboarding and operations using Signwell and Google
Workspace. Manage digital communications, Linkedln analytics, email
marketing (ConvertKit), and onboarding through Intellum LMS. Conduct
market research with Semrush, Crunchbase, and Zoominfo. Built tracking
systems in Monday.com and edited PDFs in Adobe. Designed
presentations and coordinated complex international travel for a Paris-
based executive.

o??
o??

ONNETWq,
\\C\\\ R,‘I

p
< %y
RS 45

< I

= “FELT HAT® W
s WORKSHOP

JANUARY 26 - 29TH
10AM - 4PM
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EVENT DETAILS

OGC - from the Manor

Break Album

.
Don't gambleg@tlour

irtd@l'assistaneeshelp.







