Shiela Mae De La Cruz

( +639389530305 0 Linkedin Profile Link
(@) dshielomae48@gmail.com Q@ Batong Malake, Los Banos, Laguna
Detail-oriented and highly organized Virtual EDUCATION

Assistant with a proven track record of

providing efficient administrative support, Bachelor of Science in Forestry

managing tasks, and streamlining workflows University of the Philippines Los Banos|

for projects across various fields. 2023
magna cum laude

EXPERIENCE
SKILLS
Project Development Officer lll

UPLB School of Environmental Science and * Social Media Marketing and Management
Management | May - October 2024 .

Real Estate Virtual Assistance

e Coordinated project timelines, meetings, and e Email Management
communications with 150 stakeholders, ensuring on-

* Adobe Photoshop

facilitating efficient email /voice correspondence. e Organizational Skills

time delivery by managing schedules and

e Managed project documentation, budgeting (PhP

1.7M), invoicing, and 14 travel arrangements for 20 * Project Management

project staff. e Event Facilitation

o Assisted in planning and executing 2 public events
and workshops, achieving 85%  stakeholder
attendance  and  engagement, while also VA TRAININGS ATTENDED
writing/editing 2 technical reports for regulatory
compliance.

15-hour Social Media Marketing Course

Technical Suppori Staff Freelance Academy | Oct 2024
DENR PENRO Camarines Sur | Certificate Link
September 2023 - May 2024
e Reviewed and ensured 95% accuracy in technical 9-hour Real Estate Virtual Assistant Course
reports, maintaining clarity and adherence to DENR
standards and protocols, contributing to 90%% reduction Freelance Achemy | Oct 2024
in revisions and improving overall report quality. Certificate Link

e Coordinated and facilitated 3 workshops, managing
agenda development, logistics, and participant

engagement, resulting in 50% increase in attendee CORE VALUES

satisfaction or knowledge retention.
e Supported 5 extension activities, engaging stakeholders * Accountability
and promoting environmental awareness, leading to a e Adaptability
25% increase in community participation or adoption of

best practices. ¢ Creativity


https://drive.google.com/file/d/1bujmhXkCDW8Weio6KLd8Gv8Sap8luWY1/view?fbclid=IwY2xjawGa9o5leHRuA2FlbQIxMAABHdyqUF9WiBZ5tdOQY4-McIomNQ1Lw089hW1-aXhYg-YKjiz1UA5OUK8kLA_aem_EOF6bW5itaAi8R8ZMAs8EA
https://www.linkedin.com/in/shiela-mae-de-la-cruz-0a4907259/
https://drive.google.com/file/d/1RNgNCSnxSm52OGOig8Xxv_iz1H3v5EDr/view?fbclid=IwY2xjawGa9m1leHRuA2FlbQIxMAABHcwbAw-0FcoX8dQGvCEBNt4eJgd-4MGLmie3Zoq41vzTlT9UYSbm8_EinQ_aem_TCdJW0yd3y-sUUMHABy5rQ

