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PROFESSIONAL SUMMARY

Highly organized and proactive Executive Legal Assistant
with training in virtual assistance and a strong commitment
to providing executive-level administrative support. Skilled
in managing complex schedules, coordinating meetings,
organizing confidential documents, and streamlining daily
operations for busy professionals. Passionate about creating
efficient systems that enable executives and legal teams to
focus on strategic priorities while maintaining exceptional
professionalism and accuracy.

INTERNSHIPS

Criminal Investigations and Investigations Group
(CIDG-PNP)
February 2026
• Assisted in compiling, organizing, and encoding critical
case folders and witness affidavits for judicial processing.
• Gained a foundational understanding of high-level criminal
investigation procedures and legal frameworks.
• Observed strict protocols regarding evidence handling and
maintaining an unbroken chain of custody.

Maritime Group - Philippine National Police (MG-PNP)
March 2026
• Acquired familiarity with special maritime laws governing
border security, illegal fishing, and anti-smuggling
operations.
• Supported administrative operations and logistical
preparation essential for coastal security and seaborne
patrols.
•Witnessed inter-agency coordination protocols for
maritime search and rescue operations and environmental
law enforcement.

WORK EXPERIENCE

EDUCATION

Accountancy, Business and Management
Don Ruben E. Ecleo Memorial National High School
2022
• Received Academic Excellence Award

Bachelor of Science in Criminology
Don Jose Ecleo Memorial College
2026
• Most Outstanding Criminology Awardee

AWARDS & CERTIFICATIONS

• Most Outstanding Criminology Awardee – Don Jose
Ecleo Memorial College
• Internship Certificate of Completion – Criminal
Investigation and Detection Group (CIDG-PNP)
• Internship Certificate of Completion – Maritime Group
(MG-PNP)
• Teaching Certificate – Bright Arcu Tutorial Services
• DICT SPARK Technical Training – General Virtual
Assistance

CORE SKILLS

• Executive Calendar Management
• Executive Email Management
• Travel Coordination
• Meeting Coordination
• Project Coordination
• Legal & Business Document Organization
• Client & Stakeholder Communication
• Administrative Process Improvement
• Confidential Information Management
• Time & Priority Management
• Professional Correspondence
• Executive Support

TECHNICAL SKILLS

• Microsoft Word
• Microsoft Excel
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Part-Time ESL Teacher
51Talk — Present
• Conducted engaging online lessons for diverse students,
enhancing communication skills through varied cultural
interactions.
• Maintained accurate lesson records and administrative
documentation promptly. Utilized digital tools effectively to
facilitate learning in a remote environment.

Elementary & Kindergarten Tutor
Bright Arcu Tutoring Services — 2026
• Prepared lesson plans and learning materials. Maintained
organized student progress records.
• Scheduled tutoring sessions and communicated with parents.
• Assisted students in improving academic performance.
Demonstrated patience, organization, and effective
communication.

Cashier
Twindale's Food House — 2021 – 2026
• Processed daily transactions accurately, ensuring excellent
customer service and satisfaction.
• Collaborated with team members to maintain operational
efficiency in a fast-paced setting.
• Demonstrated reliability through consistent performance and
excellent attendance.

PROFESSIONAL EXPERIENCE

Virtual Assistant Projects

Executive & Administrative Support
• Managed executive calendars, meetings, and scheduling while
ensuring efficient use of time.
• Organized digital filing systems for business and legal
documents, improving accessibility and document
management.
• Prepared professional correspondence, reports, and
presentations with accuracy and attention to detail.
• Coordinated meetings, appointments, and follow-up actions
across multiple priorities.
• Maintained confidentiality while handling sensitive business
information.
• Supported remote collaboration using productivity and
communication platforms.
• Assisted with workflow organization to improve operational
efficiency.

• Microsoft Powerpoint
• Google Workspace
• Google Calendar
• Google Drive
• Canva
• Adobe Acrobat
• Zoom
• Microsoft Teams
• Slack
• Trello
• Notion

PERSONAL STRENGTHS

• Executive-level organization
• Strategic time management
• Excellent communication
• Adaptability
• High attention to detail
• Confidentiality
• Initiative and accountability
• Continuous learner

REFERENCES

PMSg Junrex C. Resulta
Philippine National Police
(0967) 388 7012

Atty. Sheralyne Daz-Pequina
Public Attorney's Office
(0917) 133 3191


