Josiah
Rios

Training/Courses

General Virtual Assistant Mastery Course
Your Best Virtual Assistant
(February 2025 - March 2025)

Multi-Skilled VA

e Social Media Management - Skilled in content creation,
scheduling, engagement strategies, analytics tracking, and
editing.

e GoHighLevel Fundamentals — Knowledgeable in CRM basics,
automation setup, and client workflow management.

e Lead Generation - Experienced in prospect research, data
entry, lead list compilation, and cold outreach strategies.

e Executive Virtual Assistance - Proficient in managing
executive calendars, scheduling meetings, trip planning, and
organizing itineraries.

e Administrative Work - Experienced in email management, file
organization, data entry, and customer support.

e Canva for Social Media - Skilled in designing professional
graphics, social media templates, and marketing materials.

e Podcast Editing — Capable of editing podcasts, transcribing,
scheduling posts, and creating audiograms.
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