
RACHEAL YIBA
EXECUTIVE VIRTUAL ASSISTANT

Email: rachealyiba1@gmail.com

Reliable Support. Clear Communication. Organized Excellence

Executive Support | Administrative Coordination | Communications Support

Phone: +256778063319
LinkedIn: www.linkedin.com/in/racheal-yiba/

mailto:rachealyiba1@gmail.com
http://www.linkedin.com/in/racheal-yiba/


ABOUT ME
I am a detail-oriented and dependable Executive Virtual
Assistant with over 13 years of experience in
administrative support, communications, and
organizational management. I am passionate about
helping businesses and professionals stay organized,
efficient, and strategically supported through reliable
systems.

Bringing structure and deep attention to detail to every
task, I thrive in fast-paced environments that require
adaptability, strict discretion, and seamless execution.
My goal is to deliver high-quality operational support,
allowing executives to clear their plates and focus
entirely on growth.



HOW I CAN SUPPORT YOU

Executive Support
Calendar management
Meeting coordination
Executive scheduling
Travel coordination
Professional correspondence

Administrative Support

Communication Support Customer & Team Support
Professional writing
Report preparation
Research assistance
Client communication
Social media assistance

Inbox management
Data entry
File organization
Document formatting
Administrative coordination

Client follow-ups
Team coordination
Inquiry handling
Relationship management
Onboarding support



CORE SKILLS TOOLS & PLATFORMS

Executive Support Communication

Organization Scheduling

Calendar
Management

Team Coordination

Research

Report Writing

Administrative
Support

Attention to Detail

Email Management

Problem Solving

Google Workspace Gmail

Google Docs Google Sheets

CanvaGoogle Calendar

Microsoft Word

WhatsApp Business

Microsoft Excel ChatGPT

Zoom

AI Tools



EXECUTIVE SUPPORT SAMPLES

Executive Calendar Management

Demonstrated capability in high-level calendar management, utilizing strategic time-blocking and proactive scheduling to protect executive
focus and optimize daily efficiency.

Skills Demonstrated
Scheduling
Time zone coordination
Buffer management
Executive coordination



EXECUTIVE SUPPORT SAMPLES
Executive Travel Coordination & Itinerary Management

Coordinated executive travel planning and itinerary organization to support efficient scheduling, logistical coordination, and seamless travel
management.

Skills Demonstrated
Travel coordination
Logistical planning
Attention to detail
Vendor correspondence



EXECUTIVE SUPPORT SAMPLES

Executive Email Coordination

Streamlined professional communication workflows through organized inbox management, email coordination, and communication
prioritization to maintain efficient executive operations

Skills Demonstrated
Email management
Communication
Organization
Administrative support



Clear, Professional communication that keeps teams informed, aligned, and productive

COMMUNICATION & CONTENT SUPPORT

Meeting Agenda Preparation LinkedIn Content / Professional Writing Professional Email Communication

Drafting clear and professional
correspondence to facilitate

effective communication and
coordination

Creating structured meeting agendas that
help ensure discussions remain focused,

productive, and action-oriented

Developing professional content
that informs, engages, and

encourages meaningful
conversations



WHAT OTHERS SAY & WHAT I DELIVER
Professional Strengths

Executive & Administrative Support
Calendar, Travel & Meeting Coordination
Professional Communication
Documentation & Reporting
Stakeholder Management
Attention to Detail & Confidentiality
Organization & Time Management
Remote collaboration

Omiesam Monnie
Executive Virtual Assistant | Customer Success Professional

I am committed to providing dependable, detail oriented support that helps leaders stay organized, productive, and
focused on their priorities

Recommendation
Racheal is a proactive, detail-oriented professional who takes pride in her work and consistently delivers
excellent results. She is well-organized, efficient, and able to handle multiple responsibilities with ease.



LET’S WORK TOGETHER
Reliable Support. Clear Communication. Purposeful Results

I help busy professionals, executives, and growing organizations stay
organized, streamline operations, and communicate effectively so they can
focus on what matters most. 

Email: rachealyiba1@gmail.com
Phone: +256778063319
LinkedIn: https://www.linkedin.com/in/racheal-yiba-/
Portfolio: rachealyiba.lovable.app
Location: Kampala, Uganda

Racheal Yiba
Executive Virtual Assistant | Virtual Assistant |
Administrative &Communications Professional

Behind every productive leader is dependable support. I look forward to
helping you achieve more

GET IN TOUCH

mailto:%20rachealyiba1@gmail.com
tel:+256778063319
https://www.linkedin.com/in/racheal-yiba-/
https://www.linkedin.com/in/racheal-yiba-/
https://rachealyiba.lovable.app/
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