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I'm a skilled and enthusiastic professional offering a diverse

skillset that tackles both administrative and creative tasks.

I excel in managing emails, calendars, and projects, while

also bringing a touch of visual flair with graphic design

capabilities for presentations and social media. My

adaptability and eagerness to learn ensure I can seamlessly

integrate into your workflow and master new tools to

support your success. Consider me your organized and

efficient right-hand, ready to streamline your workload and

help you achieve your goals!

ABOUT ME



SKILLS

Administrative 
Management

Lead
Generation

Executive 
Support 

Project
Management 

Graphic
 Design

Travel
Management



PROJECT 1

GRAPHIC DESIGNING
To boost brand awareness and
attract new members for a local gym,
I designed a cohesive Instagram
campaign. Leveraging their theme
color across all posts, I crafted eye-
catching visuals showcasing
members in action, group classes,
and gym amenities.  This strategic use
of color, visuals, and messaging
resulted in a strong brand identity for
the gym's Instagram profile. 



ILLUSTRATION

PROJECT 02

Increased efficiency for a busy executive! I
revamped their calendar, emails, and Google Drive.
Meticulously reorganized schedules, implemented
email management systems with filters and labels,

and restructured Google Drive with clear folders
and tags. This empowered the executive to save
time, find information easily, and operate more

efficiently. 

ADMINSTRATIVE MANAGEMENT



CONTACT ME

PROJECT 03

I boosted my Client's leads by 15%
through targeted marketing. I also crafted

their travel itineraries, exceeding my
client expectations. By understanding

their preferences and leveraging on
research, I ensured seamless,

unforgettable experiences. This project
highlights my lead generation,

communication, and travel planning
expertise, making me a reliable partner for

your business needs.

Lead Generation & 
Travel Itenaries



Great copy transcends industries! In this
project for my client , I crafted compelling

messages that resonated with their
audience, achieving the client goal which
was generating traffic to thier website by

15%. My adaptability and ability to translate
complex ideas into clear words makes me a

valuable asset. 

PROJECT 4
Copywriting Skills



I Collected, cleaned, and analyzed
company data to identify key trends
and patterns. Generated detailed
reports and visualizations that
provided actionable insights, enabli
data driven decision making.
Collaborated with stakeholders to
translate data findings into strategic
recommendations, improving
operational efficiency and business
growth.

Data Collection,
Analysis & Reporting

PROJECT 5



WORK EXPERIENCE

Utopia BFSKlay Foods
Administrative  
Assistant

Virtual Assistant 

As a remote Virtual Assistant, I supported Klay

Foods, a thriving food company, by streamlining

their operations. I managed their calendar,

coordinated travel logistics, and drafted engaging

social media content. Additionally, I researched

industry trends and competitor analysis, providing

valuable insights for their marketing team. This

experience honed my organizational skills,

communication abilities, and industry knowledge,

making me a versatile asset for your virtual team.

At  utopia BFS , I thrived as an administrative

assistant, ensuring smooth daily operations. I

managed the front desk, greeting members,

processing payments, and handling membership

inquiries. I also played a key role in scheduling

appointments, maintaining gym equipment logs,

and supporting staff with administrative tasks. My

organizational skills and positive demeanor

fostered a welcoming environment for all

members.



CERTIIFICATIONS

Virtual
Assistant

Project
Management





Your organizational magic has
transformed our team. Processes
flow seamlessly, thanks to your
hawk-eyed detail. We're a well-

oiled machine now!

Dapo Adimula Kate Andrews  
Your talent for clear and timely
communication shines through.
Whether orchestrating meetings
or navigating client inquiries, you

ensure everyone is kept in the
loop, fostering a seamless flow of

operations. It's truly excellent
work!

Clients Review

Yusuf Agbe
Our projects have thrived thanks to

your unwavering reliability and
exceptional efficiency. You

consistently deliver on time,
managing tasks with a precision that

inspires. Your dedication and hard
work are truly appreciated.



Ready to reclaim your time
and achieve more?
 I'm here to help! 

Explore my services and let's
chat about how I can be your

secret weapon to ease and
optimization 

CONTACT ME

E-mail Address

hidayatamolegbe200@gmail.com

Mobile Number

+2349167457253



THANK YOU YOUR TIME

If you would like us to connect on Linkedin

https://ln.run/fCWVx

