
Rhyvenn v. Ermac 

Virtual Assistant Portfolio 

Email: rhyvennve@gmail.com 

Phone: +63 995 835 9556 

Location: Lapu-Lapu City, Cebu, Philippines 

​
About Me: 

I am a detail-oriented and reliable Virtual Assistant with experience in email scraping, lead 
generation, and customer service. My background in Aviation Electronics Technology gives 
me a strong foundation in technical accuracy and discipline, which I bring into every task I 
handle. 

​
Services Offered: 

●​ - Email Scraping 
●​ - Customer Service 
●​ - Mailchimp Contact Upload 
●​ - Data Entry 
●​ - Admin Tasks 

​
Education: 

Bachelor of Science in Aviation Electronics Technology 

Philippine State College of Aeronautics 

 



 

​
Work Samples: 

​
1. Customer Service Experience – McDonald’s Shift Schedule 

Evidence of my time working at McDonald’s, where I developed people skills, time 
management, and customer service in a high-pressure environment. 

 

​
2. Lead Generation – Real Estate Email Collection by State 

Gathered over 2,000 real estate investor emails from Facebook groups. Data was categorized 
by state to help clients target locations like Arizona, California, and Mississippi. 
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