
 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

V i r t u a l  A s s i s t a n t  

Q U A L I F I C A T I O N  S U M M A R Y  

S Y S T E M  F A M I L I A R I T Y  

Detail-oriented Customer Experience professional with experience in email marketing, 

web development, and customer service. Skilled in Klaviyo campaign management, 

WordPress development, and customer support operations. Highly adaptable, tech-

savvy, and committed to delivering quality results in fast-paced environments. 

•  M i c r o s o f t  O f f i c e  
•  G o o g l e  S u i t e  
•  S l a c k  
•  T r e l l o  
•  Z o o m  
•  C a n v a  
•  M a i l C h i m p  
•  W o r d P r e s s  
•  M e t a  B u s i n e s s  S u i t e  
•  C a p c u t  
•  P i n t e r e s t  
•  A s a n a  
•  F a c e b o o k  
•  Y o u t u b e  
•  T i k t o k  
•  I n s t a g r a m  
•  Z e n d e s k  
•  H e l p d e s k  
•  G o r g i a s  
•  H T M L  5  
•  C S S  
•  E l e m e n t o r  
 

Micah James T. 

 

P R O F E S S I O N A L  E X P E R I E N C E  

T R A I N I N G  &  
C E R T I F I C A T I O N S  

C u s t o m e r  E x p e r i e n c e  R e p r e s e n t a t i v e  E m a i l   
C o m f r t .   
N o v e m b e r  2 0 2 3  -  D e c  2 0 2 5  
 

• Responded to customer inquiries via email in a timely manner 

• Resolved issues and escalated complex cases when necessary 

• Conducted follow-ups and proactive outreach 

• Monitored reports and performance metrics 

E m a i l  C a m p a i g n  S p e c i a l i s t  
M a n a g e d  U p t i m e  S e r v i c e s ,  I n c .  
A p r i l  2 0 2 2  -  S e p t  2 0 2 3  
 

• Built and scheduled email campaigns using Klaviyo and MailChimp 

• Created audience segments and suppression lists 

• Monitored account performance and analytics 

• Communicated with clients for clarification and campaign adjustments 

C U S T O M E R  S E R V I C E  R E P R E S E N T A T I V E  
S i t e l  E t o n  |  C a p i t a l  O n e |  F i n a n c e  
J u n e  2 0 2 1  -  J a n u a r y  2 0 2 2  
 

• Handled inbound and outbound customer service calls 

• Assisted with disputes, card lock/unlock, lost card, and replacements 

• Maintained high-quality service and compliance standards 

J u n i o r  W e b  D e v e l o p e r  F r o n t - e n d  
R o c k e t  M e d i a  F u s i o n  
M a r c h  2 0 1 7  -  J a n u a r y  2 0 1 8  
 

• Designed and developed WordPress websites 

• Created landing pages from PSD to WordPress 

• Configured and maintained WordPress sites 

• Optimized images and improved website performance 

•  R e a l  E s t a t e  
•  K l a v i y o  P r o d u c t  C e r t i f i c a t e  

•  G r a p h i c  D e s i g n :  C a n v a  
•  W o r d P r e s s  M a n a g e m e n t  
•  C r e a t i v e  W r i t i n g  f o r  B l o g s  
•  S o c i a l  M e d i a  M a r k e t i n g :   
   F a c e b o o k  A d s  
•  E m a i l  M a n a g e m e n t  
•  C a l e n d a r  M a n a g e m e n t  

 

A D M I N  &  M A R K E T I N G  

m i c a h t a q u i s o @ g m a i l . c o m  

0 9 1 6 5 1 5 0 5 8 8  


