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Professional Summary
Detail-oriented and tech-savvy Virtual Assistant with hands-on experience supporting executives, managing calendars, organizing meetings, coordinating travel, and maintaining consistent brand presence across digital platforms. Proven ability to streamline administrative workflows, handle email and task management, and optimize social media content strategies that increase engagement. Adept at multitasking, content creation, and project coordination, with strong communication and problem-solving skills. Demonstrates high levels of initiative, discretion, and efficiency in supporting C-level executives and growing digital footprints. Passionate about enabling business growth through reliable, remote administrative support, content execution, and organizational excellence.
Core Competencies & Skills
Administrative Support: Able to provide administrative support including calendar and inbox management, travel planning, meeting coordination, and digital filing.
Communication: Skilled in effective written and verbal communication with internal teams and external clients.
Social Media Management: Able to manage social media platforms by creating, scheduling, and monitoring engaging content.
Content Creation: Proficient in content creation, including graphics, captions, and short-form videos for promotional use.
Tech Proficiency: Proficient in using Canva, Zoom, Google Workspace, and Microsoft Office Suite for various digital tasks.
Customer Support: Able to deliver customer support by responding to inquiries and resolving basic issues promptly.
Webinar & Event Coordination: Skilled in coordinating webinars and virtual events, handling registration, promotions, and follow-up communication.
Executive Branding & Visibility: Skilled in supporting executive marketing efforts, such as drafting thought leadership content and enhancing online presence and engagement.
Marketing Support: Able to execute virtual marketing support tasks, including email marketing, branded content creation, and newsletter management.


Work Experience
Social Media Assistant
Thorpe Borode Youth and Sports Foundation (TBYSF)
October 2025 – Present
· Develop and execute content strategies aligned with organizational goals.
· Create, edit, and curate engaging multimedia content for social platforms.
· Schedule and publish content consistently across social media channels.
· Manage the day-to-day operations of the organization’s social media pages.
· Increase audience engagement and interaction by actively encouraging comments, conversations, and community participation.
Social Media Manager / Content Creator
House 40 Oaks Suites – Ibadan
March 2025 – May 2025
· Launched and managed the hotel’s post-rebranding digital content strategy to align with new brand identity.
· Produced daily visual and written content to highlight rooms, services, and guest experiences.
· Drove 20% increase in online inquiries and direct bookings through Instagram promotions and strategic hashtags.
· Scheduled content using social media tools to maintain posting consistency and improve algorithm performance.
· Responded to customer messages and DMs, improving response rate and customer satisfaction.
Lead Content Creator
Department of Philosophy, University of Ibadan
September 2023 – August 2024
· Led the department’s first official content team, developing strategy and overseeing weekly editorial planning.
· Created and published engaging academic and community-facing content, increasing the department’s online audience by 100+.
· Coordinated team efforts to meet weekly deadlines, increasing content consistency by 60%.
· Designed promotional visuals and collaborated with students to spotlight departmental activities and thought leadership.
· Liaised with university stakeholders to ensure content aligned with institutional values and voice.


Virtual Assistant
Dream Life Jobs – Ibadan
January 2023 – November 2023
· Managed CEO’s calendar, email inbox, and travel plans, ensuring seamless daily operations and prioritization of critical tasks.
· Organized and coordinated 10+ online webinars, managing attendee communications and promotional content.
· Oversaw daily content scheduling and audience interaction across company social media accounts, increasing engagement by 45%.
· Designed social media graphics, reels, and infographics for webinar promotion and job tips, leading to a 30% rise in follower count.
· Maintained confidential records, supported recruitment campaigns, and assisted with documentation and basic bookkeeping.
Education
Bachelor of Arts (B.A.) in Philosophy
University of Ibadan | 2021 – 2024
