Kristine

Role: Property Manager & Virtual Assistant Availability: Available ASAP
Property Management & Virtual Assistance Hours: Full time
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Summary:

Kristine is well-suited for roles such as Virtual Assistant, Lead Generation Specialist, or
Social Media Manager in the virtual assistant industry. With a strong background in
customer service, lead generation, social media management, and administrative tasks,
Kristine brings versatile expertise to handle both front-facing and backend support roles.
Her experience working remotely has equipped her with the skills to manage multiple tasks
efficiently, from lead generation and content creation to email marketing and process
documentation.

Kristine’s diverse skills in lead generation, social media management, content creation, and
customer relationship management make her a strong candidate for virtual assistant roles.
Her ability to manage multiple platforms, tools, and communication channels ensures that
she can provide effective support for clients in various industries.

Skills & Experience:

e Lead Generation and Web Scraping:
o Kristine is experienced in generating leads and conducting web scraping, particularly
for Silverback Cargo Care Australia.
o Scraped leads from platforms like Yellow Pages Australia and various websites.
o Maintained and cleaned lead databases to ensure accuracy and organization.
o Played a key role in optimizing sales funnels and supporting new business
opportunities.
e Social Media Management:
o Kristine managed social media accounts, including creating and posting content, for
GAL220 Business Support Services.
o Created engaging content using Canva, aligning it with the client’s brand.
o Engaged with followers by responding to inquiries and comments, helping to boost
social media engagement.
o Developed visually appealing graphics that attracted a larger audience and
maintained an active social media presence.


https://drive.google.com/file/d/1au66umZnKKQUGH24o3t8ZIlh0jQUeNqg/view?usp=drive_link
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Skills & Experience:

e Content Creation:

(o]

Proficient in designing graphics and editing videos for marketing and social media
purposes.

Used Canva to create engaging graphics, client listings, and quotes.

Edited video content for real estate properties, vlogs, and client snippets using
Capcut.

Ensured all content followed branding guidelines, increasing the appeal and
engagement of marketing campaigns.

e Customer Relationship Management (CRM):

(o]

Kristine has experience in managing customer interactions and data, particularly
through CRM systems like HubSpot and Airtable.

Managed inbound and outbound calls, processed payments, and ensured
confidentiality of customer information while working for Active Chase
Incorporation.

Efficiently maintained customer data in CRM platforms to ensure effective
communication and client relationship management.

Provided professional, customer-focused interactions, contributing to customer
satisfaction and retention.

e Email and Calendar Management:

o

Kristine has managed email marketing campaigns and schedules, ensuring smooth
and efficient communication.

o Sent out promotional email campaigns, updated distribution lists, and managed

potential errors while working for Silverback Cargo Care Australia.

o Scheduled meetings, managed calendars, and coordinated appointments, helping

executives stay organized and on track.

o Ensured email lists were clean, preventing duplicates or errors, which improved the

effectiveness of marketing efforts.


https://drive.google.com/file/d/1au66umZnKKQUGH24o3t8ZIlh0jQUeNqg/view?usp=drive_link
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Skills & Experience:

e Data Entry and Web Research:
o Kristine is adept at data entry and research tasks, ensuring data accuracy and timely
insights.
o Conducted thorough web research to gather information for lead generation and
business decisions.
o Entered data into systems with precision, maintaining clean and organized
databases for client projects.
o Her ability to organize and categorize information aids in improving team efficiency
and decision-making.
e Content Writing and Editing:
o With her background as an Article Writer for Artikulo Uno News Blog, Kristine
developed strong writing and editing skills.
o Produced articles on relevant topics for the blog, aligned with the interests of the
audience.
o Proofread and corrected grammatical, spelling, and punctuation errors, ensuring all
published content was error-free.
o Wrote content that was engaging and educational, contributing to the blog’s growth
and reader retention.
e Process Documentation and Mapping:
o Kristine has experience in documenting and mapping out processes to ensure
efficient workflows.
o Created detailed process documentation to streamline operations and ensure
accuracy.
o Mapped workflows to assist teams in following structured processes, leading to
improved efficiency and reduced errors.
o Her documentation skills have helped teams maintain consistent quality in their
operations.


https://drive.google.com/file/d/1au66umZnKKQUGH24o3t8ZIlh0jQUeNqg/view?usp=drive_link
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Tools and Platforms:

e Canva, Capcut
o For content creation, graphic design, and video editing.
Airtable, Trello, HubSpot
o Project and customer management.
e ReachUC, 3CX, 11 Sight
o For communication and managing inbound/outbound calls.
e Anydesk, MS Teams
o For remote collaboration and administrative support.
» Google Suite (Drive, Sheets, Calendar, Docs)
o Proficient in Google tools for managing documents, tasks, and client information.
e MS Excel, Zoho Mail, Looker Studio
o For data management and reporting.
* Yellow Pages, Apploye
o Tools used for lead generation and client tracking.
e Kipsu
o For customer communication and support.


https://drive.google.com/file/d/1au66umZnKKQUGH24o3t8ZIlh0jQUeNqg/view?usp=drive_link

