
P R O J E C T  M A N A G E R

P E R S O N A L  P R O F I L E

I have worked on several project managements

assisting business owners ease their workloads

on admin tasks and monitoring other tasks

delegated to other virtual assistants so owners

can focus on strategic direction of their

business.

W O R K  E X P E R I E N C E

General VA, Execuative Assistant

 2020-2021        Rivera Holdings LLC

Responsible for the coordination and publication of

our businesses, projects, blog posts, SEO

optimization, email management, video content, and

podcasts. 

Also,responsible for acting as a project manager to

make sure things get done so we can reach our

monthly and quarterly targets and goals.

A C A D E M I C  B A C K G R O U N D

Bachelor in Broadcast Communication

Graduated in 2013,  Polytechnic University of the
Philippines.

Mildred
C E R E Z O

+639108202916
Contact Number

Email

Facebook

Linkedln

mbcapinig8@gmail.com

https://www.facebook.com/mildr
ed.capinigcerezo/about

https://www.linkedin.com/in/mil
dred-cerezo-748babba/

E-Learning Training Officer

 2012-2013         NATCCO Training & Education 

I managed the E-learning program for Board of

Directors & Officers for Cooperatives.

Empowered Women VA Agency

Project Manager         
Responsible in the day-t0-day operation of the VA


agency. 

Coordinate with clients and VA to ensure the tasks


are properly monitored.
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Y O U T U B E  T H U M B N A I L S  D E S I G N S
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F A C E B O O   B A N N E R /  C O V E R
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F A C E B O O K   P O S T S


