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SELECTED PROJECTS

Practical work that shows how I think.
Training projects demonstrating organization, communication,

networking, and business systems thinking.

� 95%
Inbox Management System
Audited and redesigned a high-volume Gmail inbox into a structured communication system
designed to improve visibility, response time and follow-up.

• Audited and categorized email volume to improve visibility and prioritization.
• Created a practical label structure for urgent items, follow-ups, clients and projects.
• Configured filters and routines to support faster triage and ongoing inbox maintenance.
• Built a repeatable approach to inbox organization, prioritization and follow-up.

� 99%
Connections & Groups
Built and organized relevant professional connections and group engagement.

• Focused on identifying relevant people and communities.
• Organized connections around professional goals and opportunities.
• Supported consistent engagement and relationship follow-up.
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SELECTED PROJECTS

Business systems, mapped clearly.
Projects focused on acquisition, conversion and practical

operational support.

� 92%
Hybrid Operator Business Systems
Evaluated how Operational, Acquisition and Conversion systems connect to business growth and
identified where a Hybrid Operator can create value.

• Assessed three Instagram businesses across acquisition, conversion and operations.
• Identified conversion gaps and proposed practical improvements to customer journeys.
• Applied the revenue-partner mindset to business support rather than task completion alone.

� 89%
Sales Ecosystem Analysis
Mapped the customer journey from attraction through nurturing, conversion and retention, with a
focus on communication and follow-up.

• Analyzed funnel stages and lead intent, including awareness and middle-of-funnel prospects.
• Practiced objection handling using empathy, curiosity and reframing.
• Mapped CRM, follow-up and communication responsibilities within a sales ecosystem.
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TOOLS I WORK IN

Fluent across the everyday stack.

WORKSPACE & DOCS

Google Workspace Microsoft Office Google Drive

COMMUNICATION

Zoom Microsoft Teams WhatsApp Business

TASK & WORKFLOW

Trello Asana

SCHEDULING

Calendly Acuity Scheduling

CRM & CLIENT MANAGEMENT

HubSpot Zoho CRM

ADMIN, EXPENSE & CONTENT

Notion Slack Expensify Canva

SOFT SKILLS

Attention to Detail Time Management Organizational Skills Client Relationship Management

Problem Solving

CERTIFICATIONS & EDUCATION

Continuously trained, on both sides of the work.

ALX Virtual Assistant Training 2024

Product Management (Petra) 2026

ISO 17025:2017 Implementer & Internal Auditor 2022

ISO Management Systems 2022

Project Management Training 2018

B.Sc. Food Science & Technology — Bowen University 2017

Bukunmi Owolabi • Portfolio 6



�

LinkedIn  ?  linkedin.com/in/bukunmi-owolabi/
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