	Emelda ntinyari
Virtual Administrative Assistant
Emeldantinyari8@gmail.com  |  +254714413439   |  linkedin.com/in/emeldantinyari254
OBJECTIVE
Dedicated and highly organized Virtual Administrative Assistant with over 6 years of experience supporting executives and remote teams. Seeking to leverage strong communication, scheduling, and project coordination skills to help a growing organization operate more efficiently. Committed to delivering reliable, professional administrative support that allows leadership to focus on high-priority business goals.
PROFESSIONAL EXPERIENCE
Senior Virtual Administrative Assistant  —  Nexus Consulting Group
January 2021 – Present  |  Remote
1. Managed complex calendars for 3 senior partners across multiple time zones, reducing scheduling conflicts by 40%
1. Processed 150+ weekly client emails with a 2-hour average response time, maintaining 98% client satisfaction
1. Coordinated domestic and international travel arrangements, including bookings, itineraries, and expense reports
1. Developed a digital filing system using Google Drive that improved document retrieval time by 60%
1. Prepared weekly KPI reports, board meeting agendas, and client-facing presentations
1. Onboarded and trained 4 junior virtual assistants on internal procedures and communication standards
Virtual Executive Assistant  —  Brightline Marketing Agency
March 2018 – December 2020  |  Remote
1. Provided dedicated support to the CEO and CMO, managing priorities, deadlines, and cross-departmental communications
1. Maintained CRM data entry and lead tracking in HubSpot for a portfolio of 200+ clients
1. Assisted with content scheduling across LinkedIn, Instagram, and Twitter using Hootsuite
1. Organized monthly team meetings and quarterly planning sessions for 30+ remote attendees
1. Drafted professional correspondence, proposals, and internal memos on behalf of the executive team
Administrative Assistant (Remote Contract)  —  Atlas Financial Services
June 2016 – February 2018  |  Remote
1. Handled appointment scheduling, inbound call management, and client intake for a financial advisory firm
1. Maintained Excel-based financial tracking spreadsheets for 100+ client accounts
1. Processed invoices and tracked accounts payable/receivable using QuickBooks Online
SKILLS
Administrative: Calendar & schedule management, email correspondence, travel coordination, data entry, report preparation, meeting coordination
Technology: Google Workspace, Microsoft Office 365, Zoom, Slack, Trello, Asana, HubSpot, QuickBooks Online, Canva, Hootsuite, DocuSign
Soft Skills: Strong written and verbal communication, time management, attention to detail, problem-solving, discretion with confidential information
EDUCATION
Bachelor of Business Administration (BBA) — Office Management
University of Meru  |  Graduated May 2022
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