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VIRTUAL ASSISTANT EMAIL ME

Hi, I am Adebola Salami, the founder of
ADEVALVA, a virtual assistant brand
offering smart, tech-powered support to
busy professionals and small business
owners.

With over 3 years of experience, | specialize in
simplifying operations, organizing tasks, and improving
productivity through reliable digital support. From
mManaging inboxes and calendars to scheduling content
and handling customer service, | bring efficiency,
creativity, and professionalism to every task.

My goal is simple: to help you work smarter, not harder.

Let’'s make your business run smoother, one smart
solution at a time.

Background Expertise

Triumphant Global Leadership e Email Management
Academy e Calendar Scheduling
Social Media Manager, 2020-2021 e Data Entry
e Document Formatting
INTERNATIONAL MODEL e Customer Support (Email & Chat)
UNITED NATIONS (IMUN) e Task & Project Coordination
IMUN Intern, 2022 e Canva Design
¢ Online Research
Fedora Herald International e Report Writing
Program e Client Communication
Analyst Intern, 2023-Present e File Organization
e Meeting Coordination
Glow with Wisdom e Social Media Scheduling
Administrative Assistant, 2023- e Digital Filing Systems
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Staying ahead of schedule is key. From

Daily TaSk re:w;dlers to ’iaskkrnar:jagieme?t, | keep client
Reminder / schedules on track and stress-free.
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Desighed and managed
ADEVALVA's digital presence.
Created content, responded to
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THER YOU'RE A BUSY PROFESSIONAL, ENTREPRENEUR, OR BRAND OW
WE HELP ¥YOU SAVE TIME, REDUCE STRESS, AND FOCUS ON GROWTH.

workflows.

HIS OFFER WON'T LAST LONG

This offer is for a limited time only, so don’t miss out!
W's the perfect time to delegate your to-do list and elevate yo
productivity — at 20% OFF!
t our digital workspace or schedule your virtual assistant sessid
online to take advantage of this limited-time offer.
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HTTPS://ADEVAL-VIRTUAL-ASSISTANT.MY.CANVASITE/

Client Basic Information

< Please provide the following details to help us get
npoar 1ng ptarked:

Document or
Checklist S

Email Address: __

Welcome to ADEVALVA - Let’s Get Started! Phone Number / WhatsApp:

Hello [Client Namel], Business Website (if any): _
Thank you for choosing ADEVALVA to support your business journey! I'm Social Media Links:
excited to work with you and help streamline your tasks with smart, reliable
assistance. Instagram: _
Kindly take a moment to fill out the onboarding form below to help us get Facehook:
started smoothly:
LinkedIn:
Once completed, I'll reach out with your personalized task plan and onboarding TikTok:

materials.
If you have any questions, feel free to reach out via [your contact channel].

Let’s do amazing work together!

Warm regards,

Adebola Salami Structured client onboarding process
Virtual Assistant | ADEVALVA . .
using checklists, forms, and
communication templates to

Improve turnaround and satisfaction.
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Managed appointments,
meetings, and content calendars,

helping businesses stay on ::v
schedule and focused on growth. iy
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@ @Adevalva @ @Adevalva

Quote Post
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"You don't have to do everything.

You need a VA who makes hours

count.

Your VA isn’t in your office, but
they’re always in control.

‘ You don’t need more hours. l

Delegate it smartly — that's the
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VA way."

‘ VAs don’t just manage tasks. l

Automation doesn’t make you
We manage momentum.

lazy. It makes you legendary.

A key part of my support system
Is knowing when and how to
offload repetitive tasks that slow
business owners down.

Behind every organized brand
is a VA with color-coded

You don’t need more hours.
strategy.

You need a VA who makes hours
count.

I help businesses stay
organized, visible, and
productive by providing
smart, reliable virtual
assistant support that
reflects their values and
keeps their operations
running smoothly.

Work with me

ADDRESS

Nigeria

PHONE

+2347066315006

EMAIL

theadevalva@gmail.com



