
EDUCATION

WORK EXPERIENCE

PERSONAL PROFILE
High ly  organ ized and tech-savvy V i r tua l  Ass istant  spec ia l i z ing in
vacat ion renta l  management .  Proven t rack record in  guest
communicat ions ,  l i s t ing opt imizat ion ,  ca lendar  management ,  and
operat iona l  coord inat ion .  Sk i l led at  creat ing seamless guest
exper iences ,  reso lv ing issues qu ick ly ,  and ensur ing propert ies are
mainta ined to the h ighest  standard .

Handle d isputes and c la ims
Opt imize l i s t ings ’  rank ing
Solve and f ix  OTAs’  er rors  and issues

Prov ide support  to both host  and guest  v ia  emai l ,  chat ,  and
phone
Manage reso lut ion requests for  reservat ions
Handle compla ints ,  d isputes ,  and c la ims .

Opt imize l i s t ings and update property  deta i l s  to g ive accurate
informat ion
Handle guest  communicat ion
Coord inate c lean ing and maintenance tasks wi th vendors
Create invo ices for  property  expenses 

P R O P E R T Y  M A N A G E R

L I C E N S E D  P R O F E S S I O N A L  T E A C H E R

Pro fe s s i ona l  Regu la t ion  Commis s ion  |  May 2013  -  Apr i l  2027

S T R  V I R T U A L  A S S I S T A N T  ( P A R T - T I M E )

A I R B N B  T I E R  2  R E S O L U T I O N S  A M B A S S A D O R

Airbnb |  Augus t  2020  -  October  202 1

B S  S E C O N D A R Y  E D U C A T I O N  M A J O R  I N  E N G L I S H

PetLet

Outpos t  A laska |  

|February  2022 -  May 2025

Co leg io  De  San  Gabr i e l  Arcange l

June  2024-  May 2025

2007-201 1 |  

Tech Savvy

Team Tra in ing

Communicat ion

Problem Solv ing

Leadersh ip

OwnerRez

Hospi tab le

Hostaway

StreamLine

Pr iceLabs

Asana

Monday .com

Cl ick-up

Turno

Breezeway

Google Su i te

Microsoft  Programs

Property  Management

Guest  Communicat ion

Disputes and Cla ims

Vendor Coord inat ion

+639271423833

lhadynezk i04@gmai l .com

https ://www. l inkedin .com/i
n/d iana-acebedo/

C O N T A C T

P E R S O N A L  

E X P E R T I S E

S O F T W A R E
K N O W L E D G E

S K I L L S

Vacation Rental Specialist

D I A N A  A .  A C E B E D O

https://www.linkedin.com/in/diana-acebedo/
https://www.linkedin.com/in/diana-acebedo/
https://www.linkedin.com/in/diana-acebedo/

