Mary Joseph
Abuja, Nigeria
marymadakijoseph@gmail.com
09132827001

Career Objective

Detail-oriented and enthusiastic Mass Communication graduate (graduating July 2024) with a passion for digital organization, client communication, and social media management. Adept at handling virtual administrative tasks and improving customer experience. Eager to contribute to a forward-thinking team in a remote role.

Education

Bingham University, Nigeria
Bachelor of Arts (B.A.) in Mass Communication
Expected Graduation: July 2025

Professional Experience

Virtual Assistant
Oddsetaz LLC – Remote
May 2024 – June 2025
· Responded to client messages via social media and email, maintaining 95% timely response rate
· Provided administrative support and follow-up for meetings and task management
· Assisted with customer service activities, improving client satisfaction and engagement

Social Media Assistant
Ayumi Wears – Remote
Jan 2025 – Present
· Created and scheduled engaging posts on Instagram and TikTok, increasing visibility by 40%
· Responded to over 30 customer inquiries weekly, providing fast and friendly service
· Organized customer orders and tracked messages, reducing fulfillment errors

Key Skills
· Customer communication & virtual assistance
· Social media content scheduling & strategy
· Calendar & inbox management
· Canva for visual content
· CRM tools & Google Workspace
· Time management and remote collaboration

Tools & Platforms
· Google Workspace (Docs, Sheets, Drive)
· Microsoft Office (Word, Excel)
· Canva
· Instagram, TikTok & WhatsApp Business
· Trello, Slack (familiar)

References

Available upon request.

