JANA
MARIE
CAPA

9. 44 Bonifacio St. Poblacion C
Camiling, Tarlac
¢ 1639305371670

X capajm136@gmail.com

EDUCATION

Hotel and Restaurant Services

STI Alaminos EXPERIENCE

Vocational Course Graduate

SY. 2016 - 2018

SKILLS

Social Media Management
Graphic Design
Organizational Skills
Project Management

Customer Service




TOOLS PROFICIENCY

Google Workspace
Microsoft Office/ Outlook
365

Salesforce

Slack/Discord

Avaya

Microsoft Teams

Ring Central

Canva

Docusign/Adobe Acrobat
Google Sheet

Google
Meet/Webex/Zoom/Skype

REFERENCE

John Paul Payongayong
Athena

Executive virtual Assistant
+639198490565



https://jobs.gpoplus.com/job/executive-assistant-personal-assistant/

