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Welcome Message

VA Services By Nadine is a Virtual Assistant Company that | started. | offer
Administration services to clients.

Services Include But Is Not Limited To:

e Content Creation » Proofreading & Editing

e Book Covers e Transcription & Creating Presentations
e Preparing Invoices » Social Media Managing

e Creating Business Plans « Advertisements (Flyers, Banners etc.)
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About Me

Nadine van Rayner

| am a hard working individual, with excellent time management skills. | pride
myself in getting the job done to the best of my ability. To leave the client
satisfied seeing their vision of the project they entrusted me with, come to life.
Exactly the way they envisioned the project to be, with a little bit of my own
creativity added to the project.

@nadine.vanrayner04

| believe in staying true to my own love of creating art work and in doing so take
each one of my client's work to the next level.
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My Skills

The following graph portray my skills. | do the following on a daily basis. On my Social Media Platforms as well in my business. The
online word is a ever changing, fast growing platform and you constantly have to learn and adapt to changes. Especially where the SEO

and Algorithm is concerned. Therefore, | constantly have to do research, learn, grow and evolve in order for me to make a success of my
business.
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Work Experience

| completed my matric in 2008. Completed the following courses at Oxbridge Academy:

» Business Mangaement
Rehau Polymer 2011 o Entrepeneurs Venture
o Administration

| worked at Rehau Polymer from the year 2011 - 2020 as a General
Worker. During that time | completed a General Management
Course. Received a top learner award for that course and gained a
Lot of experience while working at the company.
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Administration Experience

| do my own admin for my Inuka business. Create Invoices, do online | write, edit, transcribe and proofread my own Blog Posts
orders, | do advertising as well as follow ups on invoices. | do and YouTube Videos that | manage. For that reason | am
bookkeeping as well as all the social media management: constantly improving my english knowledge and grammar. |
» Facebook also manage all the social media attached to my Thoughts
 Instagram Of A Woman:
e TikTok e Instagram
o Website  Pinterest
e Youtube Channel e YouTube Channel & Website
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My Work

LG
©

- ' OLD APOSTOLIC CHURCH
Sometimes lifeis MISSIONVALE YOUTH

about risking

everything fora | BURGER & CHIPS

dreamnoonecan g DATE: 07 JULY 2023
see but you. PRICE: R35

- @create_a_legacyn

| must not fear, fear

is the mind-killer.

Lady Jessica
Dune - Movie

oL AC8ES O F GREATNEZSS

The following is samples of work that | have completed.
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Due to client confidentiality some information was change.

- LADIES WEEKEND
£ IO s GETAWAY SCHEDULE
\; INVOICE

#006 INVOICE FRIDAY

The Good The Bad The Ugly

13:00 PICK UP & DRIVE TO JEFFS
15:00 - CHECK IN
— BILLED TO:  Nadine van Rayner Billed to: From: 17:00 - DINNER & RELAX
DATE: 15 August 2023 Madine van Rayner Inuka PE
0817880204
1G: @Inuka_Pe
SATURDAY
DESCRIPTION RATE HOURS AMOUNT Item Quantity Price Amount 08:00 - BREAKFAST
09:00 - HIKE
REO Inuka Hair Growth Oil 1 RI125 RI25 11:00 - 18T FSEEN;ASI[éfSMPOWER'NG
REO Delivery Method: Paxi 1 RED REO 14:00 -SNACKS & RELAX
17:00 - PREPARE DINNER & GET READY
DRESSED UP)
19:00 - 2ZND FEMALE EMPOWERING
Total RIBS SESSION
TOTAL R160 20:00 - KARAOKE[FUN TILL BED TIME}

Payment method: Bank Payment

Banking Details: Bidvest Bark SUNDAY
Zz;é\g::;;ﬂu'ﬂ 08:00 - BREAKFAST
482005 09:00 - GET READY & PACK UP
BN TO: Note: Orders will only be placed upon 10:00 - CHECK OUT
B "j"- receiving proof of payment =
W) l'.. oot .
. - ENJOY THE TRIF LADIES i
Nadine van Rayner : ITACT D s: 08 0204 Thank you for choosing Inuka Pe. y :
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Online Platforms

The following online platforms | manage and create content

Did You Know?

1 e e
for. Feel free to view them to see more of my work o S
. . WITH WHAT
y YOU HAVE (M/Atéﬂ FAILURE ,
WORKING Create
@inuka_pe ecwsesvomn 7O ACHIEVE MORE A Legacy

@thoughts.of.a.woman1111
@create_a_legacyll
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Get In Touch

081 789 0204

vanrayner.nadinel404@gmail.com
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Thank You

Thank you for considering VA Services By
Nadine. Hope to get in touch with you soon.
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