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Hi there!

My name is Goodnews Okhogbe, an efficient
Virtual Assistant, adept at managing emails,
files, schedules, projects, and travel planning.
I'm proficient in premium tools such as Google
Workspace, Microsoft Office, Zoom, Calendly,
Trello, Canva and lots more.




Project Management on Trello
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To do Doing Done

Plan daily activities and excursions Research travel options (flight, train Create a packing list for each family
etc) member

Arrange travel insurance
Book accommodations Choose a destination

Confirm all bookings ®

+ Add a card

Plan a hack un itinerarv in case of + Add a card

<+ Add a card
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Managing emails, and setting up automations

JOSIAH just messaged... 8:52 AM
Transfer Successful - [... B:04 AM
Goodnews, these Rese... 614 AM
Welcome to SproutGigs! - 1:01AM
Great news! You're co... 12:26 AM
Get Started to Earn Yo... 12:03AM
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Departing flight

Monday, January 13,

l 4:30 PM MNew York (JFK) AIRFRANCE #

5:45 AM Paris (C AFON

Standard

Seats: New York = Paris 494, 498, 504
Meals: Saby meal

Options: insurance - 1 Concierge &

Tickst: changeable® - non-refundable®

Return flight

Friday, January 31

Travel Planning o

is = Mew ‘ork 304, 308, 30C
surance = 3 Lounge

Flight booking, accommodation and 3P L

restaurant reservation, car hire = st s
services

Choose a payment method: T

O Credit cards no fee i

Total price UsD 2,881.43

Once your payment has been confirmed, we will send you:
* your bookir nfirmation e-mal
» your ticket
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Calendar Management

Creating events, appointment booking
and scheduling




Let's Get Started
Immediately! Reach me
via email

e Nl okhogbegoodnews@gm
¢ » y ail.com




