
Services

Managing calendar

Managing email

Setting up meetings 

Organizing files

Proofreading

Transcribing voicemails

Screening LinkedIn for
potential employees

Meeting minutes

Project management

Travel research and
arrangements

Managing social media (IG, FB,
Twitter, LinkedIn, TikTok) 

SEO Services

Copywriting

Marketing consulting

*Services are not limited to this list, just ask us! 


