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Company: Support Shepherd

Location: Bogotá

Category: other-general

Only CV’s in English will be considered. Exclusive forLATAM candidates Support Shepherd, is

a headhunter agency hiringtalented people across Latam for international clients! -Position:

(LatAm) Virtual Assistant - Working Hours: M-F 8am - 5pmEST - Holidays: TBD - Salary

Range: 1000-1500K USD. - Type ofcontract: Independent contractor - Payment

Frequency: TBD About theCompany: The company is likely seeking a Virtual Assistant

whoexcels in document preparation, data entry, file management, andcustomer service.

The ideal candidate should possess strongorganizational skills to create, format, and edit

documents,presentations, and spreadsheets efficiently. They should alsodemonstrate

accuracy and attention to detail in data entry tasks,ensuring information is inputted correctly

into databases orsoftware. Proficiency in organizing digital files and implementingefficient

filing systems is essential for effective filemanagement. Additionally, excellent

communication skills arenecessary for handling customer inquiries, complaints, and

feedbackprofessionally via email, chat, or phone Scope of the Role Thecompany is likely

seeking a Virtual Assistant who excels indocument preparation, data entry, file management,

and customerservice. The ideal candidate should possess strong organizationalskills to

create, format, and edit documents, presentations, andspreadsheets efficiently. They should

also demonstrate accuracy andattention to detail in data entry tasks, ensuring information

isinputted correctly into databases or software. Proficiency inorganizing digital files and

implementing efficient filing systemsis essential for effective file management. Additionally,

excellentcommunication skills are necessary for handling customer inquiries,complaints, and

feedback professionally via email, chat, or phoneResponsabilities - Content Creation: Writing
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articles, blog posts,newsletters, and social media content. - Graphic Design: Creatingbasic

graphics, banners, and images for web and social media use. -Video Editing: Basic editing

of video content for social media,webinars, or presentations. - Website Management: Updating

websitecontent and managing blog posts. - Social Media Management:Scheduling posts,

engaging with followers, and monitoring socialmedia channels. - Analytics Monitoring: Tracking

website, socialmedia, and ad campaign analytics, providing reports. - FinancialTasks: -

Invoice Management: Creating, sending, and following up oninvoices. - Expense Tracking:

Monitoring expenditures, categorizingexpenses, and preparing expense reports. -

Bookkeeping: Basicbookkeeping tasks, such as reconciling bank statements and

managingaccounts payable/receivable. Requirements - Proficient EnglishCommunication:

Demonstrated ability to effectively communicateverbally and in writing, with strong reading

comprehension skills.- Remote Work Experience: Minimum of 5 years of experience

workingremotely as a Virtual Assistant, showing adaptability andproductivity in remote

environments. - Tech Proficiency: Mastery oftools like Google Workspace, Slack, Email, and

ChatGPT,facilitating seamless communication and task management. -Organizational Skills:

Strong organizational abilities enablingefficient management of multiple tasks concurrently.

- Attention toDetail and Deadline Adherence: Excellent attention to detailcoupled with a proven

track record of meeting deadlinesconsistently, even when working with minimalsupervision.

Apply Now

Cross References and Citations:

1. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Searchnzjobs Jobs Bogotá

Searchnzjobs ↗� 

2. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Dermatologistjobs Jobs Bogotá

Dermatologistjobs ↗� 

3. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Federaljobs Jobs Bogotá

Federaljobs ↗� 

4. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Pharmacistjobs Jobs Bogotá

Pharmacistjobs ↗� 

https://co.expertini.com/jobs/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2/?utm_source=pdf_job
https://google.de/amp/s/searchnzjobs.com/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/
https://google.com.au/amp/s/dermatologistjobs.info/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/
https://google.co.in/amp/s/federaljobs.info/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/
https://google.de/amp/s/pharmacistjobs.info/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/


5. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Jobspro Jobs Bogotá Jobspro ↗� 

6. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Hairjobs Jobs Bogotá Hairjobs ↗� 

7. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Topjobsearch Jobs Bogotá

Topjobsearch ↗� 

8. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Advertisingjobs Jobs Bogotá

Advertisingjobs ↗� 

9. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Environmentaljobs Jobs Bogotá

Environmentaljobs ↗� 

10. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Fitnessjobs Jobs Bogotá Fitnessjobs

↗� 

11. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Bollywoodjobs Jobs Bogotá

Bollywoodjobs ↗� 

12. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Musicjobs Jobs Bogotá Musicjobs

↗� 

13. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Lebanonjobs Jobs Bogotá

Lebanonjobs ↗� 

14. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Searcheuropeanjobs Jobs Bogotá

Searcheuropeanjobs ↗� 

15. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Germanyjobs Jobs Bogotá

Germanyjobs ↗� 

16. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Londoncareerhub Jobs Bogotá

Londoncareerhub ↗� 

17. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Nzjobscareer Jobs Bogotá

Nzjobscareer ↗� 

18. (LatAm) (CG) (CR) Virtual Assistant - 17148466465 Free-hiring Jobs Bogotá Free-hiring

↗� 

19. (latam) (cg) (cr) virtual assistant - 17148466465 Jobs Bogotá ↗� 

20. AMP Version of (latam) (cg) (cr) virtual assistant - 17148466465 ↗�  

21. (latam) (cg) (cr) virtual assistant - 17148466465 Bogotá Jobs ↗� 

22. (latam) (cg) (cr) virtual assistant - 17148466465 Jobs Bogotá ↗�  

23. (latam) (cg) (cr) virtual assistant - 17148466465 Job Search ↗� 

24. (latam) (cg) (cr) virtual assistant - 17148466465 Search ↗� 

25. (latam) (cg) (cr) virtual assistant - 17148466465 Find Jobs ↗� 

https://google.de/amp/s/jobspro.info/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/
https://google.ae/amp/s/hairjobs.info/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/
https://google.ae/amp/s/topjobsearch.info/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/
https://google.de/amp/s/advertisingjobs.info/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/
https://google.co.in/amp/s/environmentaljobs.info/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/
https://google.com/amp/s/fitnessjobs.info/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/
https://google.co.uk/amp/s/bollywoodjobs.info/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/
https://google.co.uk/amp/s/musicjobs.info/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/
https://google.de/amp/s/lebanonjobs.info/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/
https://google.com.au/amp/s/searcheuropeanjobs.com/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/
https://google.ae/amp/s/germanyjobs.info/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/
https://google.ae/amp/s/londoncareerhub.com/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/
https://google.co.uk/amp/s/nzjobscareer.com/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/
https://google.com/amp/s/free-hiring.com/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2-colombia/
https://www.google.com/amp/s/co.expertini.com/jobs/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2/
https://www.google.co.in/amp/s/co.expertini.com/jobs/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2/amp/
https://www.google.de/amp/s/co.expertini.com/jobs/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2/
https://www.google.co.uk/amp/s/co.expertini.com/jobs/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2/
https://www.google.es/amp/s/co.expertini.com/jobs/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2/
https://www.google.fr/amp/s/co.expertini.com/jobs/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2/
https://www.google.at/amp/s/co.expertini.com/jobs/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2/


Source: https://co.expertini.com/jobs/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-

shepherd-6cc1d2ffa2/

Generated on: 2024-05-03 by Expertini.Com

https://co.expertini.com/jobs/job/-latam-cg-cr-virtual-assistant-17148466465-bogota-support-shepherd-6cc1d2ffa2/?utm_source=pdf_job&utm_medium=social
https://expertini.com

