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From the
President’s Office
to the boardroom



Services

Workflow automation Data and dashboards

AI adoption

Template creation Presentation design Executive support



Template Creation

Monthly servicesClient onboarding Project tasks



AI Adoption

01
AI introduction

02
Custom skills
and assistants

03
Usage guidance



How I Build an AI Skill

1

Map the task

2

Write the skill

3

Test on real cases

4

Hand over

weekly-report/

SKILL.md

template.docx

style-rules.md

examples/



3.95/4.0



Highlights

12,000+ 70+ 40% 400+



Work Experience

Executive Assistant Secretary Intern Assistant Lecturer



Leadership Experience

Project Officer Staff Secretary Head of
Secretarial
Division

Project Officer



Education and Certifications

Education

Languages

Certifications



Skills and Specialties

Core skills Specialties



Examples of Work



Data Entry and Analysis

Data entry Data analysis



Email and Visual Communication

Email management Visual representation



Process Diagrams and Project Plans

Process diagram Project management



Documents and Correspondence

Document management Correspondence



Toolkit



Work
with me


