
EDUCATION

ELIJAH TANCIO
CRM SPECIALIST | VIRTUAL ASSISTANT |
SOCIAL MEDIA MANAGER | WEB DESIGNER

CONTACT

+63 991 205 7863

elijahtancio88@gmail.com

Davao City, Philippines
8000
www.thevacamp.net/profil
e/elijahtancio88

SKILLS

AgencyZoom CRM

Zapier Automation

Hubspot & InsuredMine CRM

Wordpress Web Services

Email & Calendar Management

Google Workspace

Django Framework

Monday Task Managent

Platform

Canva Platform

Capcut

Facebook & Instagram Social

Media Management

THE UNIVERSITY OF
MINDANAO

Bachelor of Science in
Information Technology

2011 - 2015

English (Fluent)

LANGUAGES

WORK EXPERIENCE

REFERENCE

PROFILE

I offer a comprehensive range of services tailored to meet your business needs.
As a virtual assistant, I streamline your daily tasks, enhancing your productivity
and allowing you to focus on your core activities. With my experience in CRM
administration, I optimize client interactions and strengthen relationships,
ensuring seamless communication and satisfaction. As a SMM, I help
businesses build a strong digital presence by creating engaging content,
managing brand reputation, and driving meaningful audience growth across
various platforms. 

+63 993 700 8747
almaedelacerna@gmail.com

Almae Joiseh Dela Cerna

Phone: 

Email :

Outsource USA LLC / Case Manager
+63 929 437 2993
jksaavedra1560@gmail.com

John Kyle Saavedra

Phone: 

Email :

LAVA Automation / CRM Specialist

2023 - 2025 LAVA Automation Corp.
CRM Dev Support Manager (Full Time US-based)

2021 - PRESENT
Social Media Manager (Part Time)

Customized and configured the AgencyZoom, Zapier, & InsuredMine
automations to meet the specific needs of the US-based insurance
companies and its various departments.
Oversee the customization of the CRM platform (AgencyZoom,
Hubspot, InsuredMine, and Zapier) to meet the specific insurance
business processes and workflows in US.
Lead the troubleshooting and resolution of CRM-related technical
issues, ensuring minimal downtime. Act as the primary point of
contact for escalations from internal stakeholders and end-users,
ensuring timely resolution of issues and root cause analysis.
Developed comprehensive documentation for CRM customizations,
integrations, and troubleshooting procedures. Established SOPs for
the CRM development team to improve efficiency and system stability.

Developed multi-platform social media strategies (Instagram &
Facebook) aligned with the resort’s brand identity, marketing goals,
and seasonal campaigns.
Directed high-quality photo and video shoots showcasing the resort’s
amenities, events, and guest experiences. Created engaging visual
and written content tailored to target audiences, ensuring
consistency in tone, style, and brand messaging.
Managed daily interactions across social platforms, responding to
guest inquiries, comments, and reviews to foster strong relationships
and enhance guest satisfaction.

Alwadi Private Resort - Cold Spring
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