


SNAPSHOT: ABOUT ME

A natural born planner and list enthusiast, |
was born to help people succeed!

With over five years of administrative
experience with organizations ranging from
small non-profits to large bureaucracies, |
have acquired a number of administrative
and support skills. However, what makes
me stand out as a business support
provider is the ability for me to see your
vision and handle the details associated
with it. | serve you not by just completing
tasks, but by supporting vyour vision.

| pride myself on maintaining high personal standards that translate
into the quality of work and level of service that | provide.




SERVICES | PROVIDE

Document creation

Appointment setting

calendar management

Minute and record keeping

File organization and management

Project management

Transcription services

Content creation

Data entry

Order processing (Shopity)

Travel research and planning

General research

Writing (email correspondence, academic, elc.)
Social media management

Basic book keeping

Basic graphic design (for documents and presentations)
Basic website building

Don't see a service you need here?
Ask me about it



SPEAKING YOUR LANGUAGE

Tools and programs | am familiar with
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Adobe CC (Reader X, InDesign &
Photoshop)

AIrBnB

Apple Suite (Keynote, Pages,
Numbers)

Asana

Basic German to English translations

Box

Canva

Dropbox
Eventbrite
Facebook

Google Adsense™
Google Analytics™

Google Suite (Calendar, Mail, Drive,

Hangouts, and Docs)
Calendly
GoToWebinar
Hootsuite™
Quickbooks Online*
Drake Tax Software
iCal

Instagram
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LastPass
Linkedin
Mac

Mail Chimp*
Microsoft Office Suite (Excel, Word,
Powerpoint, Qutlook)
Paypal
Periscope
Pinterest
Reddit™
Skype

Slack
Smartsheet
SqQuare
Strikingly
Stripe

Togal
Tumblr
Twitter
Weebly

Wix
Wordpress
Youtube

* = Not fluent




PROFESSIONAL LIFE

Formal Work Experience
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Intern; Assistant; Project Assistant

The International Center for Development and Decent Work (ICDD)
Jun 2015 — Aug 2016

Kassel, Germany

Intern

U.S. Deparntment of State

Jan 2015 — Apr 2015

Bureau of Educational and Cultural Affairs - Study of the ULS. Institute Office
Washington, D.C.

Administrative Aide

Center for STEM Education and Research
Sep 2013 — Dec 2014

Richardson, Texas

Intern

The Center for American and International Law
May 2013 — Jun 2013

Plano, Texas

Education

Royal Holloway University — ULIP
Business Administration with a focus in International Management
Bachelor of Science

The University of Texas at Dallas
Political Science - Bachelor of Ars



PORTFOLIO

Website Design - 11




PORTFOLIO

Branding and Sponsorship book - 11
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THE FUTURE OF
STUDENT PRODUCTIVITY




PORTFOLIO

PowerPoint Design

- |BUS]NESS TOURISM — WHAT IS IT?

nnﬂniug Business Toarism:
The Offesing of ks i in (onjusciion with Butisres Trgwel

Tha key to success!
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MORE FACTS TO CONSIDER ‘J
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LET’S WORK TOGETHER

If my portfolio has peeked your interest:

Shoot me an email at soignesol@gmail.com or
give me a call me at (760) 576-4463

THANK YOU!



