PASIG CITY, PH - OPEN TO REMOTE ROLES

Rona Shella Cacao

Customer Happiness Expert

World-Class Virtual Assistant

Shopify & Amazon Logistics & Inventory Manager
Bookkeeper AI Integrator

NDIS Administrative Support

14+ years of keeping customers happy, books o STATUS: AVAILABLE FOR HIRE
balanced, inventory accurate, and inboxes at zero — — e

and a year now spent building the Al automations

that do the repetitive and time-consuming half of it

— for e-commerce brands and NDIS service

providers across four time zones.

+ Designed and built with Claude AI.

WHY HIRE ME AS YOUR CUSTOMER SERVICE VIRTUAL ASSISTANT &
AI INTEGRATOR

I figure things out.

Resourceful Curious Proactive Adaptable
Organized Solution-Oriented Customer-Focused
Tech-Savvy Accountable Business-Minded
Goal-Oriented Detail-Oriented Reliable
Empathetic Self-Motivated Collaborative

Integrity



14+ 6

4+

Years in customer service Years leading support teams Years Amazon & Shopify

2 1

management

1

Years bookkeeping in QuickBooks Year in NDIS admin support Year of Claude Al experience

ABOUT

One person, most

of your back office.

With over fourteen years spanning customer
service, six years of team leadership, two
years of bookkeeping, four years of Amazon
and Shopify management, a year in NDIS
administrative support, a year building Al
workflow automations, and a background in
virtual assistance and data reporting, | bring a
comprehensive skill set to help businesses

run smoothly.

I'm passionate about exceptional customer
support, leading teams to deliver top-tier
service, and keeping the books accurate down
to the cent. My Amazon and Shopify
experience lets me optimize store operations,
while my nursing background sharpens the
attention to detail | bring to NDIS
administrative work — participant records,
funding documentation, and compliant

handling of sensitive information.

These days most of my work starts with a
question about what shouldn't be done by
hand at all. | build Al workflow automations
with Claude — carrier tracking pulled into one
live view, CRM records that update
themselves from the systems they came

from, compliance checks that run the same

"I just want to say Rona Cacao is
truly amagzing. Just had to say
that. Rock star.”

—JS



way every time — and | keep a person in the
loop wherever a customer would see the

result.

. BSN - Registered Nurse
@ OQuickBooks Certified Workflow

@ | Amazon Seller Central

. AI Integrator Pro

CED NDIS Compliance Support

CORE STRENGTHS

What clients can count on.

97% 92% 95%
Communication Problem Solving Time
Skills Management

90%

Emotional
Intelligence

95%

Computer Skills

94%

Product &
Service
Knowledge



VERIFIED SKILLS

Not just claimed — tested.

Real results from typing, aptitude, language, connection, and behavioral

assessments.
@B Your Test Score
100%
0 typos
Typing Speed Accuracy Net Speed
4
61 61
50 53 51 ﬁ
Nov 02 Nov 02 Nov 02 Nov 02 Nov 02 7:19 pm

Typing Speed — 61 WPM - 100% accuracy

Test Results For |Q Test from |IQTest.com Inbox x

1QTest <info@igtest.com>
tome ~

Dear Rona Shella Cacao,
Thank you for your interest in the 1Q Test at IQTest.com.

Your free 1Q score is: 138

PRO

Fast

Fluent

Average

Slow

85

65

45

25

RETAKE TEST

Compare Your Skills

~3lo+

See how you compare
to other test takers

Tricky Keys o e

TYPING LESSONS e

6:28PM (4 minutes ago)

2 &

# ® «

You may login at https:/igtest.com/ at any time to purchase your Complete Intelligence Profile or The IQTuneUps, or edit your account settings.

IQ Test — Score of 138



(@ Zaeasll .

TUUK SUUKE: Your score explained

C1/C2 Advanced

Your score indicates that your level is in the range of C1 ADVANCED to C2
PROFICIENT, according to the guidelines set by the Common European

Framework of Reference (CEFR).

[IJ Reading Score

20 You understand written texts on abstract topics with
relative ease, and you recognize implied meaning
when not explicitly stated. [N
ci1/c2
Advanced
Share your score
f m f) ¢ ) Listening Score
20 You understand a wide range of spoken idiomatic
expressions and colloquialisms, and you can follow
most spoken input with confidence.
ci1/c2
Advanced

EF SET English — 90/90, C1/C2 Advanced

0 Speedtest Moblle Apps Mobile Apps

Try Speedtest for iOS and Android
sHaARe (@) @) () ) y 823062189° ; /

® DOWNLOAD M

17637 111

for and
Ping ms @ 4

Connections
RATE YOUR PROVIDER

Globe Telecom

Speedtest
Mobile Apps Popular services with reported issues

Home Internet — 1261 / 1117 Mbps

Having Internet Problems?




DISC RESULTS FOR RONA SHELLA CACAO

You can be very charming when persuading others In a faverable climate, but also rigid when confronting a hestlle slituation. Rona Shella, this can be a two-edged
sword, especlally If you are required to shift gears quickly from charming to confrontational. Those who score like you may balance this trait successfully by
defaulting toward the charming side, but still presenting a firm position. You can object to an Idea while malntaining a smile.

Rona Shella, the responses you gave on the Instrument Indicate that you project an Image of openness and friendliness toward others, even while maintaining self-
centrol. You also have an ability to distance yourself from others when necessary. This assists In helping you to be objective In situations when others may be
feeling more emotional, elther enthused or reticent. You have the rare abillity to step back from a situation and view It unemationally.

You function at a faster pace than most people and tend to be a multi-tasker. This theme emerged In your responses to the Instrument and Is a strength that could
propel you Into a varlety of leadership positians, should you choose to follow that path. Due to your rapld problem-selving abllity and verbal skills, you are able to
Juggle many projects without anything hitting the ground. However, be aware that some people who score like you have difficulty saying "no” to requests. and
sometimes spread themselves too thin.

DISC Behavioral Profile — Summary

A SUMMARY OF YOUR REPORT

YOUR BASIC STYLE IS C/SD.

YOUR BASIC OR NATURAL STYLE

Your Basic Style tends to represent your “natural” or “internal” state. It is the set of
drives that affects how you view, interpret, and interact with the world. This is the part
of you that happens “in your head.” In most cases, only you and the people very close to

you will see this part of you. The bar graph attempts to represent the relative intensity
of each drive in your style blend.
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DISC Basic Style — C/SD



TOOLKIT

Fluent in the platforms

your team already uses.

General VA & Video Customer Service & PM Bookkeeping & Data

*

31 Google Calendar

[ |
N

D
1l

Claude Al

PowerPoint

Microsoft Office

ﬂ VS Code '} Google Drive M Gcmail

[ A
E Google Sheets E Google Docs
gl Shopify @ Canva zoom  Zoom CC CapCut
FS  Formsite \aﬂ Amazon Seller Central

BUILT FOR UPTIME

A home office set up

to never miss a shift.

Remote work only works if the connection does.

Here's what's always running in the background.
v Dual-monitor workstation for multitasking
across tickets, tools, and dashboards

v 16GB RAM laptop, with a second 16GB RAM
laptop on standby as backup

v Backup power supply to keep working through
outages

v Backup internet connection on a separate
provider

v Extra mechanical keyboard & ergonomic mouse
for all-day comfort



v Ring light and headset ready for calls and video
check-ins

EXPERIENCE

A track record across support,

admin, and the back office.

14+ years across support, leadership, bookkeeping, logistics, and Al-driven
automation — several of these roles run concurrently, which is how remote

freelance work goes.

Medical Administrative Assistant sep 2025 - Aug 2026

Remote - Australian NDIS support coordination provider (client name withheld per NDA)

e Managed participant scheduling, records, and NDIS plan goal tracking for a support coordination
caseload.

e Prepared and maintained compliant service agreements, invoices, and funding documentation.

¢ Acted as first point of contact for participants, families, and service providers, coordinating calendars
and follow-ups.

¢ Handled invoicing, payment reconciliation, and reporting across spreadsheets, CRMs, and NDIS

platforms.

anos - Cliniko ﬁ!.’ Slack GW Google Workspace DP Deputy HX Halaxy
CQ ClinigApps ... Asana ST Strive PR PRODA RT RTWSA

* Claude Al @ Zapier o 1Password s | astPass

7Y HIPAA Compliant ™ NDIS Registered

©  AI Workflow Automation — Operations Dashboard & Logistics

Project-Based - 2025-2026

Remote - US-based order & logistics / e-commerce client (NDA)

¢ Built a custom Claude Al-powered operations dashboard for order tracking and logistics oversight.
e Integrated Google Workspace, Slack, and ClickUp to centralize task and communication workflows.

e Connected AfterShip, FedEx, and UPS tracking data into a single live view of shipment status.



¢ Reduced manual order-status lookups by consolidating tracking across multiple carriers.

* Claude Al GW Google Workspace ﬁ:.‘ Slack C ClickUp Q AfterShip

fdz  FedEx uPS

Al Workflow Automation — CRM & Reporting  project-Based - 2025-2026

Remote - US health insurance agency client (NDA)

Built Claude Al integrations connecting HealthSherpa, Sunfire, and Zoho CRM.

Automated repetitive Zoho CRM updates based on client qualification data pulled from HealthSherpa

and Sunfire.

Connected Slack and IONOS email into the workflow for real-time status alerts.

e Generated recurring reports across Google Workspace to track policy and qualification status.

* Claude Al HS HealthSherpa Sunfire .';? Slack ionos - IONOS Email

GW Google Workspace @  Zoho CRM m Trello zoom  Zoom

Al Workflow Automation — Compliance & Ticket Handling  project-Based - 2025-2026

Remote + UK company formation provider (NDA)

Built a Claude Al integration across Groove, eFiling, and Companies House to support ticket answering.

Automated compliance policy checks and repetitive company formation tasks.

Monitored Trustpilot and Google reviews to flag and route customer feedback into the right workflow.

e Coordinated updates through Google Workspace to keep the compliance team aligned.

* Claude Al GR Groove EF eFiling CH Companies House * Trustpilot

G Google Reviews GW Google Workspace

AI Workflow Automation — Shopity Store Automation  project-Based - 2025-2026

Remote - US Shopify business client (NDA)

¢ Built automated Shopify update workflows using Claude Al, reducing manual product and listing
maintenance.

¢ Integrated Magnific Al for image and creative generation into the product workflow.

e Connected Google Workspace for task tracking and reporting across the automation.



* Claude Al Shopify MG Magnific Al GW Google Workspace

ﬁ!.’ Slack m Trello zoom  Zoom

Customer Service & Compliance  Jan 2025 - pec 2025

UK Formation Company

e Answered emails from customers and formation applicants.
¢ Checked compliance status and filings against Companies House records.
e Reviewed documents for completeness and compliance with formation requirements.

¢ Raised invoices and processed UK company formation orders.

GR Groove GW Google Workspace EF eFiling CR Credas c ClickUp

.-;!.' Slack zoom  Zoom

Customer Service Representative  jan 2025 - sep 2025

Australian Shopify Business

e Developed and distributed training materials for brokers, enabling quicker onboarding and improved
compliance.

e Improved internal workflows by analyzing resource usage, reducing task completion time by 30%.

e Created detailed performance reports, helping leadership identify and address inefficiencies
effectively.

GW Google Workspace ﬁ!.’ Slack Shopify c ClickUp Fdz.  FedEx

UPS GO Gorgias @ Canva

Part-Time Virtual Assistant  Jan 2022 - Dec 2024

Health Insurance Agency

e Delivered world-class customer service by managing orders, returns, warranty claims, billing, and
courier issues across global markets with proactive solutions.

e Crafted thoughtful review responses and customer communications that reinforced the brand's

friendly, sustainable, and adventure-driven voice.

e Coordinated logistics, warehouse workflows, and developed SOPs to ensure accurate delivery times

and consistent service standards.



¢ Built macros, templates, and process improvements that streamlined operations, strengthened loyalty,

and kept the community engaged.

GW Google Workspace @ WordPress wix Wix ionos  IONOS
HS HealthSherpa oo Zoho CRM oo Zoho Campaigns Sunfire
FS Formsite @ Canva m Microsoft

O Ppart-Time Virtual Assistant  sept 2023 - 0ct 2024
Shopify Business
¢ Updated and optimized product listings in Shopify to improve search visibility, driving a 15% increase in
sales.
e Managed inventory levels to avoid stockouts, ensuring smooth order fulfillment and customer
satisfaction.
e Collaborated on targeted social media campaigns, resulting in a 20% boost in audience engagement.
GW Google Workspace ﬁ!.' Slack Shopify C ClickUp Fedz.  FedEX
UPS 4% Zendesk KL Klaviyo e DeepL
(o)

Part-Time Bookkeeper  san 2021 - an 2024

RGN Associates

¢ Managed daily financial transactions, including accounts payable/receivable, using QuickBooks,
ensuring 100% accuracy in financial records.

e Reconciled bank and credit card statements in QuickBooks monthly, reducing discrepancies and
achieving error-free audits.

e Generated detailed financial reports and cash flow statements through QuickBooks, providing
management with actionable insights to optimize budgeting.

@ QuickBooks GW Google Workspace @ Microsoft Excel zoom  Zoom

s Slack

m Trello

® Asana

©  Freelance Amazon Inventory & Logistics Manager  jan 2021 - Jan 2024

New Age Supply Inc



e Orchestrated seamless inventory audits across multiple warehouses, reducing stock discrepancies by
25%.

¢ Enhanced demand forecasting accuracy using Amazon Seller Central, leading to a 30% reduction in
overstock.

e Built strong supplier relationships to secure cost-effective contracts, improving profitability by 15%.

Amazon Seller Central SS SoStocked GW Google Workspace

@ Microsoft Excel ﬁ!.’ Slack m Trello

©  Team Lead, Customer Service nov 2018 - Aug 2021
Keywords Asia Pte. Ltd.
e Designed and implemented team performance metrics, resulting in a 20% improvement in overall
productivity.
¢ Handled escalated customer issues with a solution-focused approach, contributing to a 97% issue
resolution rate.
¢ Organized team-building workshops to foster collaboration, boosting employee retention by 25%.
2%  Zendesk i@ Microsoft Teams ﬁ!.’ Slack B8] Microsoft Excel
m Trello zoom  Zoom
(0]

Team Lead, Customer Service  1an 2016 - oct 2018

24/7 Customer Philippines Inc

e Guided a global team to exceed key performance metrics, including a 98% SLA compliance rate.

o Utilized data analysis techniques like Root Cause Analysis to identify trends and implement corrective
actions, reducing repeat issues by 30%.

e Championed customer-centric strategies to streamline service workflows, cutting response times by

40%.
2% Zendesk ﬂ] Microsoft Office @ Microsoft Excel m Trello
zoom Zoom ﬁ'.' Slack ﬁ Microsoft Teams

]

©  Customer Service Representative  jul 2014 - pec 2015

24/7 Customer Philippines Inc



e Delivered consistent front-line customer support across multiple channels while meeting SLA targets.
¢ Resolved billing, order, and account issues with a focus on first-contact resolution.

e Recognized for performance and reliability, leading to promotion into a team lead role within 18

months.
2% Zendesk m Microsoft Office m Trello @ Microsoft Excel
."'.' Slack zoom = Zoom

Customer Service Representative  jul 2013 - Jul 2014

Keywords Asia Pte. Ltd.

e Delivered personalized customer support across multiple channels, achieving a 95% resolution rate

within the first interaction.

e Assisted customers with placing orders, processing refunds, and resolving complaints, earning

consistent positive feedback.

e Maintained detailed records of customer interactions to drive process improvements and training

initiatives.
m Microsoft Office 2%  Zendesk E¥] Microsoft Excel m Trello
2% slack zoom  Zoom



SELECTED WORK

What the Al actually does.

Four builds across e-commerce logistics, insurance, compliance and retail.
Client names are withheld under NDA, so here is the shape of each system —

and one you can open and click.

LIVE DEMO
A shipment dashboard you can actually use.

A working rebuild of an operations dashboard | built for a logistics client: cycle times from order
to proofs to ship to delivery, an order status breakdown, and per-market gear tracking with
carrier detail on hover. Filter by year, season or sport, or exclude an order and watch every

average move with it.

Generated sample data under a fictional brand. No client, order or

shipment in it is real.

PORTFOLIO DEMO - every figure on this page is generated sample data— no real customer, order or shipment is shown

) Vantage Shipment Tracker pemo il Dashboard g Tracking @@ Orders 45 Calendar @ Invento

Performance Dashboard ¢ Refresh

sample data - loa 4:40 AM
u 2025 2026 m Summer Fall u Baseball Soccer Softball Volleyball

Exclude orders

*ROOFS SHIP ORDER =+ DELIVERY {IP < DELIVERY

5.2d 23.7d 31.0d 6.9d
22% 1%

45% 26% 29%

Order Status

TOTAL BEHIND AHEAD ON SCHEDULE


http://127.0.0.1:8777/Demo-ShipmentTracker/

Order tracking across three carriers

E-commerce & logistics client - US - NDA

THE PROBLEM

Order status lived in three carrier portals — AfterShip, FedEx and UPS — plus the store's own admin.

Answering one “where is my order?” meant opening each in turn.

WHAT I BUILT

A Claude-powered operations dashboard that pulls tracking from all three carriers into a single live

view, with scheduling and handoffs wired through Google Workspace, Slack and ClickUp.

THE RESULT
Status lookups collapse into one screen, and exceptions surface on their own instead of being hunted

down carrier by carrier.

KEEPING IT ACCURATE

Carrier data is shown as recorded, never paraphrased by the model. Anything a customer would see is

drafted for a person to approve, not sent automatically.

Claude Al AfterShip FedEx UPS Slack ClickUp Google Workspace

Quote data into the CRM, without re-keying

Health insurance agency - US - NDA

THE PROBLEM

Qualification data sat in HealthSherpa and Sunfire while the record of truth was Zoho CRM, so the

same details were typed twice and status changes were noticed late.

WHAT T BUTILT
Claude integrations that read qualification data from HealthSherpa and Sunfire and update the
matching Zoho CRM records, with Slack and IONOS email alerts on status changes and recurring

reports across Google Workspace.

THE RESULT
The CRM reflects its source systems without manual re-entry, and the team hears about a status

change the day it happens rather than at the next review.

KEEPING IT ACCURATE

Only named fields are allowed to change, so an unexpected value stops the run instead of quietly

overwriting a client record.

Claude Al HealthSherpa Sunfire Zoho CRM Slack IONOS Email



Compliance checks that run the same way every time

Company formation provider - UK - NDA

THE PROBLEM

Formation work repeats the same checks case after case across Groove, eFiling and Companies

House, and customer feedback arrived scattered across Trustpilot and Google reviews.

WHAT I BUILT

A Claude integration spanning those systems: repetitive compliance form tasks, policy checks run
against each case, and monitoring of Trustpilot and Google reviews to flag feedback and route it to the

right person.

THE RESULT

Checks are consistent from case to case, and review feedback reaches an owner instead of sitting

unread in a feed.
KEEPING IT ACCURATE

Compliance outcomes are flagged for a human decision. The automation prepares and evidences the

check — it does not sign it off.

Claude Al Groove eFiling Companies House Trustpilot Google Reviews

Listing upkeep and creative for a Shopify store

Shopify business - US - NDA

THE PROBLEM
Product and listing maintenance is an endless run of small edits, and imagery was needed in more

sizes and variants than a design turnaround could keep up with.

WHAT I BUILT

Shopify update workflows driven by Claude for product and listing maintenance, Magnific Al for image

and creative generation, and Google Workspace for task tracking and reporting.

THE RESULT
Listings stay current without someone editing them one at a time, and creative stops being the thing

everything waits on.

KEEPING IT ACCURATE

Generated imagery is reviewed before it goes near a product page, and data changes are batched so

they can be checked in one pass rather than trusted one at a time.

Claude Al Shopify Magnific Al Google Workspace Trello



HOW I WORK WITH AI

The part most people skip.

v A person approves anything a customer will read. The model drafts; it does not send.

v The system of record stays the source of truth. Al summarises and routes — it never becomes
the place the number lives.

v Low confidence is a flag, not a guess. Cases the model is unsure about go to a human queue
instead of being answered anyway.

v There are jobs | won't hand to Al. Ask me which ones, and why.

Client names withheld under NDA — happy to walk through any of these in detail on a call.



BOOKKEEPING

Books that reconcile.

Two years in QuickBooks Online: daily transactions, bank reconciliation,
invoicing, payables and receivables, and the month-end reports someone
actually has to make decisions from.

PayPal - USD, Period Ending 11/03/2025
RECONCILIATION REPORT
Reconciled on: 11/03/2025
Reconciled by: Rona Shella Cacao

Any changes made to transactions after this date aren't included in this report.

Summary usb
Statement beginning balance, 0.00
Checks and payments cleared (14), 1.305.98
Deposits and other credits cleared (6), 1,305.98
Statement ending balance. 000
Register balance as of 11/03/2025_ 0.00
Details

Checks and payments cleared (14)

DATE TYPE REF NO. PAYEE AAMOUNT (USD)
12/05/2023 Expense -29.00
12/06/2023 Expense -10.00
12/08/2023 Expense -29.99
12/09/2023 Expense -5.88
12/09/2023 Expense -38.00
12/10/2023 Expense 6.03
12/11/2023 Expense -68.90
12/1212023 Expense -43.42
12/13/2023 Expense -10.00
12/13/2023 Expense 371.00
12/13/2023 Expense 426.78
12/15/2023 Expense -30.00
12/15/2023 Expense -10.00
12/15/2023 Expense 226.98
Total -1,305.98
Deposits and other credits cleared (6)

DATE TYPE REF NO. AMOUNT (USD)

12/05/2023 Deposit

12/06/2023 Deposit 10.00
12/08/2023 Deposit 2099
12/09/2023 Deposit Peyess redactert 126.84
12/10/2023 Sales Receipt 1006 13015
1212/2023 Deposit 980.00
Total 1,305.98

CLIENT FILE - REDACTED
Bank reconciliation, closed to 0.00

14 payments and 6 deposits cleared against a PayPal statement, ending balance and register balance both 0.00.
The business name and every payee are blacked out — the summary is the part that matters, and the rest was

never mine to publish.


http://127.0.0.1:8777/bookkeeping/bank-reconciliation.png

Profit and Loss

Craig's Design and Landscaping Services
January 1, 2024-November 4, 2025

DISTRIBUTION ACCOUNT TOTAL
Income
Design income 2.250.00
Discounts given 8950
Landscaping Services $1477.50
Job Materials
Fountains and Garden Lighting 224650
Plants and Soil 235197
Sprinklers and Drip Systems 138.00
Total for Job Materials. $4736.47
Labor
Installation 250,00
Maintenance and Repair 5000
Total for Labor $300.00
Total for Landscaping Services $6,513.97
Pest Control Services 11000
Sales of Product Income 91275
Services 50355
Total for Income $10,200.77
Costof Goods Sold
Cost of Goods Sold 405.00
Total for Cost of Goods Sold $405.00
Gross Profit $9,795.77
Exponses
Advettising 7486
Automobile 511396
Fuel 349.41
Total for Automobile 346337
Equipment Rental 11200
Insurance 24123
Job Expenses 15507
Job Materials
Decks and Patios 23404
Plants and Soil 353.12
Sprinklers and Drip Systems 21566
Total for Job Materials. 80282
Total for Job Expenses $957.89

SAMPLE COMPANY
Profit & Loss

Income through to gross profit and itemised expenses, built the way | set one up for a client. Produced from
QuickBooks' own sample company, so nobody's real figures are on display here.

AJR Aging Summary Report
Craig's Design and Landscaping Services
As of November 4, 2025

CUSTOMER CURRENT 130 s1-60  61-90 51 AND OVER TOTAL
‘Amy's Bird Sanciuary 23900 239.00
Bills Windsurf Shop 8500 8500
Freeman Sporting Goods

0969 Ocean View Road 47750 47750

55 Twin Lane 400 8100 85.00
Total for Freeman Sporting Goods 47750 400 8100 $562.50
Goola Kalapatapu, 25,10 62910
Jeff's Jalopies 81.00 81.00
John Melton 45000 45000
Kookies by Kathy 7500 7500
Mark Cho 31428 31428
Paulsen Medical Supplies 954.75 95475
Red Rock Diner 7000 156,00 22600
Rondonuwu Fruit and Vegi 78.60 7860
‘Shara Bamett

Bamett Design 27450 27450
Total for Shara Bamett 27450 $274.50
Sonnenschein Famiy Store 36207 56207
‘Sushi by Katsuyuki 80.00 80.00 160.00
Travis Waldron 41472 41472
Weiskopf Consulting 37500 37500
TOTAL 375602 112850 24100  156.00 $5.281.52

SAMPLE COMPANY
A/R Ageing Summary

Receivables bucketed current through 91-plus days, which is how you spot the invoice that quietly went unpaid
two months ago. Sample company again.


http://127.0.0.1:8777/bookkeeping/profit-and-loss.png
http://127.0.0.1:8777/bookkeeping/ar-ageing.png

Run payroll: Twice a month

Total payrall cast

$3,576.00

$3,200.00

Gross pay

Employer taxes & 5376.00

contributions

Nome (1) &

Ji

Paper check

Hourty

Paper check

Hourty
Faper chack

Total

CLIENT FILE REDACTED

Semi-monthly payroll run

Automated withdrawal on Nov 4

$0.00

You have no automated payments,

Total haurs

80h

B0h

80h

240h

Groas pay

$800.00

$800.00

$1,600.00

$3,200.00

What you pay ma

$3,576.00

Paper checks

Taxes (D)

Emplayos taxis & deductions

$131.92

$131.92

$350.83

$614.87

nually

$2,585.33
3990.67
$0.00

Nat pay

$668.08 (3

S668.08 (4

$1,249.17 (@

$2,585.33

Pay period: Oct 26, 2025 1o Mov 5, 2025

Fay date: Nov 5, 2025

Funding account:

Payroll

Employer tass & contiibitions

§94.00

$94.00

$188.00

$376.00

Change In gross pay

-@

-0

- @

Mama.

+ Mewmemo

4+ Mewmemo

+ MNew meme

Three employees, 240 hours, gross through to net with employer taxes and contributions reconciling to the total.

Employee names are blacked out — the pay stubs behind this screen carry home addresses and partial SSNs,

which is exactly the sort of thing that never belongs on a public page.

CLIENT FILE

REDACTED

‘Account List
ACCOUNT TPE DETAIL TYPE DESCRIPTION BALANGE
Business Savings Gash and cash Savings. 000
oquivalents
‘Cash and cash equivalents Cash and cash ‘Cash and cash squivalents 000
squivalents
Unpaid client invoices Accounts recevable  Accounts Receivablo (A/R) 000
(wR)
Allowancs for bad debt Curront assets Allowance for bad debts. 000
hortterm) for sale 000
Inventory Current assets Inventory 000
Propaid oxpenses Curront assets Propaid Expenses 000
Uncategorized Asset Current assets Other current assets. 000
Accumulated depreciation on property. plantand Fixed assets Accumulated depreciation on property, plant and 000
equipment ‘squipment
Propery, plant and equipment Fixed assets Land 000
Assats held for sale. Non-current assets  Assets held for sale 000
Deforred tax assets: Non-current assets Do 000
Goodwil Non-current assets  Goodwill 000
Intangbles Non-current assets  Intangible Assets 000
Long-Term Investments Non-current assets  Long-term investments 000
Accrued liabities. Current labities  Accrued iabiitis 000
Dividends payable Current liabiities  Dividends payable 000
Income tax payable Current labilties  Income tax payablo, 000
Payroll Clearing Current labities  Payroll Clearing 000
Payrol liabilties Curront labifies  Curront Tax Liabilty 000
Shortterm debit Current labilties  Other current labiltes: 000
Accrued holiday payable Non-current iabiliies  Accrued holiday payable 000
Acerued non-current iabiltios. Non-current iablios  Accrued non-current labiltios. 000
Liabilties related to assets held for sale Liabil held for sale 000
Long-term debt Non-current iabliies  Long-term debt 000
Dividend disbursed Owner's equity Dividend disbursed 000
Equity in earmings of subsidiries Owner's oquity Equity in earnings of subsidiaries 000
Othor comprehensive income Ownor's oquity Other comprehensive income 000
Retained Earnings. Owner's equity Retained Eamings. 000
‘Share capital Owners equity Share capital 000
Billable Expense Income. Income SonvicelFe Income
Revenus - General Income Rovenus - General
‘Sales - retail income Sales - retail
Sales - wholesale Income Sales - wholesale
Services Income SonvicelFee Income
Servicos Income SorvicelFo Income
Services Income SenvicelFee Income
‘Services Income Income SenvicelFee Income
Servicos-1 Income ServicelFee Income
Uncategorized Income income SonvicelFee Income
Freight and delivery - COS. Costof sales Shipping, Freight and Delivery - COS
Amorization expense Expenses. Amortization expense
Bad dabts Exponsos. Bad dobis
Bank charges Expenses. Bank charges
Commissions and fees. Expenses. Commissions and fees.
Dues and subscriptions. Exponses. Dues and Subscriptions
Equipment rental Exponses. Equipment rental
Facebook Ads. Exponsos Advertising/Promotional

Freslancers’ Salary
Income tax expense
Insurance - Disabilty

Chart of accounts, set up from scratch

Expenses.

Payroll Expenses
Income tax expense.
Insurance

Assets, liabilities, equity, income and expenses, each mapped to its detail type. Get this wrong at the start and

every report afterwards is wrong too, which is why it is the first thing | build.
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Inventory Valuation Detail

PRODUCT/SERVICE TRANSACTION DATE TRANSACTION TYPE NUM NAME aTty RATE INVENTORY COST QTY ON HAND ASSET VALUE

Merchandise

Ballpen

Ballpen 11/04/2025 Inventory Starting Value START 20.00 2,000.00 100.00 2,000.00
Ballpen 11/04/2025 Sales Recelpt 1002 20.00 -100.00 95.00 1,800.00
Total for Ballpen $1,900.00

HOS Notebook

HOS Notebook 11104/2025 Inventory Starting Value START 50.00 2,500.00 50.00 2,500.00
HOS Notebook 11/04/2025 Sales Receipt 1001 50.00 -250.00 45.00 2,250.00
Total for HOS Notebook $2,250.00

HOS T-Shirt

HOS T-Shirt 11/04/2025 Inventory Starting Value START 200.00 100,000.00 500.00 100,000.00
HOS T-Shirt 11/04/2025 Inventory Qty Adjust 4 200.00 -86,000.00 70.00 14,000,00
HOS T-Shirt 11/04/2025 Inventory Qty Adjust 6 200.00 -13,600.00 2.00 400.00
HOS T-Shirt 11/04/2025 Inventory Qty Adjust 8 200.00 9,600.00 50.00 10,000.00
HOS T-Shirt 11/04/2025 Inventory Qty Adjust 10 200.00 90,000.00 500.00 100,000.00
HOS T-Shirt 11/04/2025 Inventory Qty Adjust 12 200.00 -400.00 498.00 99,600.00
HOS T-Shirt 11/04/2025 Sales Receipt 1003 200.00 -200.00 497.00 99,400.00
HOS T-Shirt 11/04/2025 Sales Receipt 1004 200.00 -400.00 495.00 99,000.00
HOS T-Shirt 11/04/2025 Sales Receipt 1004 200.00 -1,600.00 487.00 97,400.00

Total for HOS T-Shirt $97,400.00

Total for Merchandise with sub-items 627.00 $101,550.00

CLIENT FILE - REDACTED
Inventory valuation detail

627 units tracked through starting values, quantity adjustments and sales receipts to a $101,550 asset value. This
is where bookkeeping meets the inventory work — the stock count and the balance sheet have to agree.

Real client files are shown only with identifying details removed. Everything else here is produced from
QuickBooks' sample company rather than anyone's actual books.

TRAINED AND CERTIFIED

Certified in Xero and QuickBooks.

DT Regisraton No. 3790186

AZE VECTOR GLOBAL
TRAINING CORPORATION

CERTIFICATE OF COMPLETION

This certificate is hereby awarded to
RONA SHELLA D. CACAO

for successfully completing the 3-day (16-hour) course on

VIRTUAL BOOKKEEPING WITH
XERO & QUICKBOOKS ONLINE

on October 4 - 6, 2025

GIVEN THIS 6TH DAY OF OCTOBER, 2025

S )
OB 2

Anne Khristine De Leon Néef st Magos
Coune Tiner st

Series No/BQO 2025126 - 06805

Virtual Bookkeeping with Xero & QuickBooks Online

AZE Vector Global Training Corporation - October 2025 - 16 hours
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EZACC TRAINING CENTER

RONA SHELLA D. CACAO

has successfully completed a 2-day (15-hour) course on
Australian Taxation, Bookkeeping and Payroll with Xero

Yisais H )

Chvistan A Manlincon Mariame V. Mafago ‘I'
Co Course Directre

Series No. AUTP202501- 03752 DTl Certfcste No 3790186

Australian Taxation, Bookkeeping & Payroll with Xero

EZACC Training Center - October 2025 - 15 hours

SURGE MARKETPLACE Q Su i
CERTIFICATE

THIS CERTIFICATE IS PROUDLY PRESENTED TO

CEG & OWNER

Online Bookkeeping Using QuickBooks

Surge Marketplace (FVA) - November 2025 - 12.3 hours

EDUCATION

Grounded in clinical training.

v Bachelor of Science in Nursing
University of Pasig, Philippines - 2005 - 2010
Clinical training that underpins the precision, discretion, and

calm-under-pressure | now bring to medical admin, patient

records, and any workflow where accuracy matters.
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ROLE FIT

The same traits, three ditferent job titles.

Virtual assistance, Al-enabled customer service, and medical/NDIS admin ask

for the same underlying discipline — just applied differently.

Virtual Assistant Customer Service (Al- Medical / NDIS Admin
enabled)

v Organization & v Precision & a
multitasking across v Empathy that holds up compliance mindset
toots under pressure v Discretion with

Y Proacti've'z, low- v Fast, accurate typing & sensitive records
supervision response v Calm, structured under

communication
v Fluency building Al- pressure

v Fast, structured assisted workflows

documentation v Clinical training behind

v De-escalation without the paperwork

v Comfort learning new losing warmth

software fast

IN THEIR WORDS

What customers say after the ticket closes.

Customer Feedback .4 w

Michael

| gotta give it to you. The responses are impeccable. Great service, follow up. | just wanted you know from the other side. No complaints at all. That
hammock will be going on a cross country trip in December if everything goes right. | will keep y‘all in the loop if that is ok. Thanx again, Mike

Michele

Superstar - thank you so much
Nicole
Hi

Thank you so much! That's amazing! The kids will be stoked! They felt so bad they thought they had broken it by sitting in it!

Thanlwni anainl

Vicki

Amazing. Thanks for your speedy response. &



Thank you so much , you have been so patient and helpful ... look forward to receiving your package.

your support has been great! This is very much my fault for taking so long to raise the flag. Many thanks :)

I'm delighted with the order, which arrived today. Thank you so much for your support & great customer service on helping me with my issue.

Rachael |
| got it! Thank you so very much Ju Ju Ju

Your customer service has been outstanding. My husband will be so happy B

- Kate
Ko +
Thank you for your very prompt reply. Really appreciated.

728
*
Oh yay! Thanks so much for your amazing service - it had to be the typo with my email address......... so sorry about that.

Have a fab weekend.
PL Phil 1
-
Thank you
You guys are amazing. Thank you for your quick and positive response.
W Matilda

-
Thank you very much, that means a lot. I'm sure it will still be an awesome gift, you guys are a great company!

Thank you so much for wonderful customer service | received the order today and so happy for the items as gifts .

Michelle

Meorning
Happy Wednesday!!
Thank you so much for your kind response, and for generously arranging a replacement - | truly do appreciate it.

I completely appreciate that the deliveries are not within your control, and that this level of service from the courier would be very
frustrating for you too.

Thank you once again, your level of service and understanding has been exceptional and your thoughtful approach has really turned a
frustrating experience into a positive one

~ Pamela
"o

Oh that's awesome!! Thank you so very much for your help and prompt response.
Absolutely amazing customer service and support ¥ Much appreciated




Amanda

Many thanks for the update and prompt response
raewyn
Hi

Wow that is so amazing that you would do that for me.
You not going to believe it but we finally found it.

Brendon

Hey,

Thanks so much for doing that! | really appreciate you doing that asap!
You're a top tier asset to your team! I'll be sure to leave a review for you when | use it on an up coming trip in October!

Thanks so much!

STRAIGHT FROM THE SOURCE

What clients say when the cameras are off.

Client Feedback t

| o ve e a €

| just want to say Rona Cacao is truly amazing ¥ & 4 . Just had to say that. ROCK STAR

| love the fact that you're able to create this lifestyle for your
family! I'm so lucky to have you &

" You are so SMART!! Yes please update
Your the best!! Spanish version as well. We are so lucky

to have you Rona

g N




REFERENCES

People who've managed my work directly.

Brooke Kurtz
OWNER

BK

Health Insurance Agency

bkurtzofficial@gmail.com

Narbeh Gereigorian

OWNER
New Age Supply Inc / RGN Associates

narbeh.gereigorian@gmail.com

Mike Diaz

OWNER

MD

Shopify Business

themikediaz04@gmail.com

c Szymon Cipielewski

MANAGER

Keywords Asia Pte Ltd.

scipielewski@keywordsstudios.com - +48 572-401-
676
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GET IN TOUCH

Powered by Passion.

Whether it's inbox zero, reconciled books, tracked

inventory, or a calmer patient schedule — I'm ready

to plug in.

D

Fast, warm communication

Replies that keep customers and teams in the loop,
not guessing.

Numbers that reconcile

Books, invoices, and inventory that match — every

time, on time.

Systems that don't break

SOPs and automations built to outlast the person
who wrote them.

+63 999 369 9090

iamvirtualronce@gmail.com

Pasig City, Philippines
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