“It is a new day.”

CJN VA SERVICES

Operations & Admin
Assistant

Portfolio & Work Samples

Chiamaka Ntiwunka

chiamakantiwunka@gmail.com



ABOUT

BUlIdlng the Systems TOOLS IN PRACTICE
behind a bUSineSS. — Google Workspace (Sheets, Forms, Drive)

— HubSpot CRM

— Trello

I started my VA journey from scratch in 2025, building S

operations support and content creation skills side by side. This
portfolio walks through hands-on practice and client work across — Google Apps Script / Mail Merge
the core systems a modern business runs on — CRM, project

management, forms, data entry, and communication.
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DATA ENTRY & SPREADSHEET MANAGEMENT

Organized contact
& lead tracking

Practice building a structured contact database in
Google Sheets — tracking names, contact details, and
a rated profile status with dropdown-driven data
validation for quick filtering.
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CRM MANAGEMENT
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PROJECT MANAGEMENT

Task boards that keep
teams moving

A Trello board built for a career consulting firm, with tasks assigned by team member and moved through Jennie's Task —
John's Task — Ready for Review — Completed, including checklists and due dates on individual cards.
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FORMS & DATA COLLECTION
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A Google Form built to collect participant profiles —

name, WhatsApp number, email, and profile

completion status — with responses flowing
automatically into a linked spreadsheet ready for
review.
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COMMUNICATION

Personalized outreach
at scale B o om

Mail merge invitations sent to modelling agency - New Generation Modelling <chiamakantiwun®@gmail.com>  8:32PM (1 minute ago) Yy
participants, personalizing each message by name ~

while managing the full send from a single Gmail
draft — keeping outreach fast without losing a

wited to attend the virtual meeting of New Generation Modelling on t
red to you once you respond. :

personal touch.
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SOCIAL MEDIA MANAGEMENT
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START YOUR AGRIBUSINESS many people are into it....see more
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Managed the Facebook page for Agrodemy Entrepreneurs,

an agribusiness education brand — planning and posting

-~
@ Agrodemyafrica e

farming guides, health & wellness tips, and promotional
carousels that grew consistent engagement and a 3,100+
follower audience.
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Agribusiness is a career path of love %, it
profers solutions that human beings need for
survival ...see more
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SERVICES

What | offer

Email & Inbox Management
Calendar Management

Data Entry & CRM Maintenance
SOP Creation

File Organization & Systems Setup
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Ongoing / Project
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Project



Let’s work together.

Available for US & UK-based clients.

chiamakantiwunka@gmail.com
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