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I have experience in finance, accounting, and business operations, where
administrative work has been an important part of keeping daily activities organized
and running smoothly. Over the years, this experience has helped me develop a
structured and detail-oriented approach to managing information, documents,
spreadsheets, follow-ups, and other routine administrative tasks.

My goal is to keep your administrative work organized, accurate, and up to date—
so you can spend less time dealing with routine tasks and more time focusing on
your business.
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WHAT I SUPPORT.

Email & Calendar Management

Helping you stay organized, responsive, and on top of the tasks that keep your business moving.

Keeping your inbox, appointments, and schedules
organized.

Customer Support / DM Handling
Responding to customer messages and helping keep
communication timely.

Canva Design
Creating simple, professional visuals for your everyday
business needs.

Project Management
Helping organize tasks, deadlines, and project progress.

Internet Research
Finding, organizing, and summarizing relevant information.

Data Entry
Entering, updating, and organizing information accurately.

General Administrative Support
Handling routine administrative tasks that help keep your business
running smoothly.
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IMPACT — WHAT BETTER ADMINISTRATIVE SUPPORT GIVES YOU.

A More Organized Workflow

Less time spent on routine tasks. More time focused on what matters.

Information, schedules, and documents are kept structured and
easier to manage.

Less Administrative Overload
Routine tasks are handled consistently, helping reduce
the number of things competing for your attention.

Better Follow-Through / Fewer Missed Details
Emails, messages, tasks, deadlines, and important information
are easier to track and less likely to be overlooked.

Clearer & Easier Access to Information
Important data and documents are organized so you can find
what you need when you need it.

More Time for Priorities
With routine administrative work taken care of, you have more time
to focus on clients, projects, and running your business.
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01 — Email Management.

Keeping your inbox organized, prioritized, and easier
to manage.

Inbox Organization — Sorting and categorizing
emails based on priority, sender, or purpose.
Email Prioritization — Identifying important
messages that require attention or follow-up.
Response Support — Drafting or preparing
responses for routine inquiries and
communications.
Follow-Up Tracking — Keeping track of emails
that need a response or further action.
Email Cleanup — Organizing old messages and
reducing inbox clutter.
Folder & Label Management — Creating a simple
structure that makes important emails easier to
find.

SAMPLE OF WORK

What I Handle

R I C K Y Labeling System in Gmail
This system will allow you to quickly sort emails as they
arrive and prevent you from having a mountain of
unattended emails in your inbox at the end of the day.



02 — Calendar Management.

Keeping your schedule organized, clear, and
easier to manage.

Schedule Management — Adding, updating, and
organizing meetings, appointments, and important
events.
Calendar Organization — Structuring the calendar
with clear categories, details, and reminders.
Meeting Coordination — Helping coordinate meeting
times and ensuring the necessary details are
included.
Conflict Checking — Reviewing schedules to help
identify overlapping or conflicting appointments.
Reminders & Follow-Ups — Setting reminders for
meetings, deadlines, and important activities.
Schedule Updates — Keeping the calendar current
when plans, meetings, or priorities change.

SAMPLE OF WORK

What I Handle
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03 — Canva Post Design.
SAMPLE OF WORK
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“This design introduces Dr. Sarah through a combination of
professional credentials and personal details, making the clinic’s
brand feel more human and approachable.”

Carousel Structure — Organizing information into a logical,
easy-to-follow slide sequence.
Visual Design — Creating clean and professional layouts
using Canva.
Content Presentation — Combining copy, visuals, and
hierarchy to make information easy to understand.
Call to Action — Ending the content with a clear and
relevant next step.

Slide 1 — Hook Slide 2 — Introduction Slide 3 — Expertise

Slide 4 — Patient Approach Slide 6 — CTASlide 5 — Personal Touch

Carousel Post Format (a multi-slide post)

Turning ideas into clear, engaging, and professional social media
content.

A 6-slide Instagram carousel introducing Dr. Sarah, covering her
expertise, approach to patient care, personal interests, and a
clear call to action.

Sample Deliverable:



04 — Social Engagement.
SAMPLE OF WORK
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Hi Emma! Whitening is generally comfortable,

although some people may experience

temporary sensitivity. It can vary from person to

person. If you're concerned about sensitivity,

we'd be happy to discuss your options during a

consultation. 😊

smilepointdentalcare

Claire

Hi Claire! Thanks for reaching out 😊 The cost

can depend on the type of whitening treatment

that’s right for you. We’d be happy to walk you

through the available options and pricing.

smilepointdentalcare

smilepointdentalcare
Meet Dr. Sarah! 🦷✨ She provides personalized,

comfortable care to help every patient feel confident about

their smile. At SmilePoint Dental Care, we believe great

dental care starts with listening.

Emily R
Hello Dr. Sarah. I've been thinking about whitening, but I'm

worried it might be painful. Is it?

Hi! How much does teeth whitening cost?

Question

Question

Response

Response

Building relationships through timely, helpful, and
personal interactions.

Respond to Questions — Providing clear and
friendly responses to audience inquiries.
Customer Communication — Helping maintain
professional and consistent communication.
Information Guidance — Sharing relevant
information while directing customers to the
right next step.
Engagement Support — Helping the business
stay active and responsive to its audience.

A collection of sample responses to common
customer questions about dental treatments, pricing,
and services.

Sample Deliverable:



SAMPLE OF WORK
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Keeping financial data accurate, organized, and
ready for review.

Expense Data Entry — Recording expenses
from receipts, invoices, and transactions.
Transaction Categorization — Categorizing
expenses by account or type.
Cash Flow Updates — Updating income and
expense records.
Data Verification — Checking entries for
missing or duplicate information.
Spreadsheet Organization — Keeping financial
data clean and organized.
Monthly Updates — Keeping records current
for easy review.

05 — Data Entry.

Expense & Cash Flow Data Entry

A structured summary of expenses and cash flow,
including transaction categories, descriptions,
amounts, and monthly totals.

Sample Deliverable:



SAMPLE OF WORK
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Keeping projects organized, visible, and on track.

Project Overview — Organizing key project
details, tasks, milestones, and responsibilities.
Gantt Chart — Visualizing timelines, task
dependencies, and project progress.
Project Budget — Tracking planned and actual
project costs.
Project Dashboard — Providing a clear
overview of project status, progress, budget,
and key metrics.

06 — Project Management.

Project Management & Tracking

A project management dashboard combining
project overview, timeline, Gantt chart, budget
tracking, and progress monitoring in one organized
system.

Sample Deliverable:



SAMPLE OF WORK
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Keeping tasks, communication, and progress
organized in one place.

Task Tracking — Organizing tasks, priorities,
deadlines, and status.
Communication Log — Recording important
project updates, discussions, and follow-ups.
Kanban Board — Visualizing tasks from pending to
completed.
Progress Monitoring — Making it easier to see
what’s in progress, completed, or needs attention.

07 — Task Tracker.

Task & Workflow Management

An organized task management system combining
task tracking, communication logs, and a Kanban
board to keep project activities visible and easy to
follow.

Sample Deliverable:



Combining professional knowledge with practical training to support your business needs.

EDUCATION & CERTIFICATION

Bachelor's Degree in Accounting

Formal accounting education gives me a
strong foundation in financial records,
reporting, reconciliations, and
understanding how the numbers behind
your business connect.

Certified QuickBooks Online
ProAdvisor (2025)

Certified in QuickBooks Online to help
keep your books properly organized,
maintained, and easier for you to review.
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 Professionally Trained - Virtual Assistant
Virtual Assistant Training – SGBVA (@sgb_va)
Mentored by Tatiana Gromenko (@tanyagromenko). 

This training strengthened my skills in professional
virtual assistance, client support, communication,
and organization, while also providing practical
training in Social Media Management, including
content planning, content creation, community
engagement, and social media support.

PORTFOLIO SAMPLE

PORTFOLIO SAMPLE

PORTFOLIO SAMPLE

https://www.instagram.com/stories/sgb_va/
https://www.instagram.com/tanyagromenko/
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Feedback from a business owner I support

WHAT MY CLIENT SAYS

I’ve had the pleasure of working with Ricky since 2010, and he has
been an exceptional asset to our team. He is incredibly reliable, detail-
oriented, and always responsive to our needs. More than that, Ricky is
someone we’ve always been able to count on.... he’s dependable,
flexible, and a truly valuable partner to our business. Ricky’s been a
trusted partner through it all and we continue to rely on his services to
this day.

Deni RajaAmpat
Business Owner

www.rajaampatadventures.com

@RajaAmpatDeni

https://rajaampatadventures.com/
https://www.instagram.com/rajaampatdeni/


Ready to Take Administrative Tasks Off Your Plate?

LET’S WORK TOGETHER

If you’re looking for reliable administrative support to keep your day-to-day tasks
organized and on track, I’d be happy to learn more about your business and see
how I can support you.

Email:

Website:

Linkedin:

Instagram:

Phone / WhatsApp:

ricky@workwithricky.my.id

www.workwithricky.my.id

linkedin.com/in/rickyva

@workwith.ricky

(+62)858-2769-O5O1

https://workwithricky.my.id/
https://www.linkedin.com/in/rickyva
https://www.instagram.com/workwith.ricky
https://wa.me/6285827690501


Thank
you.
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