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YOUR ORGANIZED, RELIABLE RIGHT HAND
 WITH A CREATIVE EYE FOR DETAIL

https://www.linkedin.com/in/ayanaoquendo


I’m a highly organized and resourceful administrative professional with 3+
years of experience supporting business operations, scheduling, and team
coordination. I thrive in fast paced environments where attention to detail and
structure matter most.

Here’s what sets me apart:
• 3+ years of administrative experience
• Strong customer service background 10+ years 
• Exceptional at multitasking and anticipating team needs
• Highly skilled in planning and organizing logistics

Outside of work, I run a small balloon decor business and love planning group
travel experiences. These projects allow me to showcase my creativity,
research skills, and love for details, all skills that directly transfer into
administrative and client facing roles.

Whether managing operations, supporting a team, or coordinating events, I
bring professionalism, creativity, and structure to everything I do.

WHO I AM & WHAT I BRING 



MICROSOFT OFFICE ORGANIZATIONAL SKILLS CUSTOMER SERVICE 

SKILLS & STRENGTHS
CALENDAR MANAGEMENT

Skilled in organizing and managing
schedules to maximize time
effectively and meet deadlines.

Possesses the ability to manage
time, tasks, and resources
effectively helping teams stay
focused and hit goals.

Dedicated to delivering helpful,
positive service while solving
problems quickly and
professionally.

Experienced in using Microsoft
Office tools to create polished
documents, manage emails,
calendars, and organize data
efficiently.



EXPERIENCE

A. ALLURING AFFAIRS 
CO FOUNDER 

NOV 2023 - PRESENT

GLAMOUR NAILS 
FRONT DESK RECEPTIONIST 

MAR 2022 - PRESENT 

NORTHFIELD BANK
 UNIVERSAL BANKER 

MAR 2020 - JAN 2022

Manage and coordinate high volume
appointment schedule. 
Oversee daily operations to ensure a
clean, organized space
Maintain accurate client records and
support team scheduling needs

Plan and execute events for 50+
guests from concept to completion
Handle administrative tasks including
budgets and vendor coordination
Lead research and communication
with vendors and service providers 

Processed customer financial
transactions with accuracy and
efficiency 
Provided problem solving
support and built trust through
excellent service 



This Bali trip is a great example of how I combine
organization, creativity, and clear communication to
plan seamless group experiences. I created a
detailed itinerary that included flight logistics,
accommodations, scheduled activities, and a
transparent budget breakdown ensuring everyone
felt confident and prepared before departure. From
the initial research to securing bookings and
managing group payments, I handled all logistics
with care. Every detail was thoughtfully planned to
create a stress-free, enjoyable experience for
everyone.

01 GROUP TRIP TO BALI 

 PROJECT



This 30th birthday celebration shows how I manage
event planning start to finish from budgeting, vendor
coordination, and creative direction. Every detail, from
table settings to balloon colors, was intentionally
selected to match the clients vision. Throughout the
process, I worked closely with vendors and a small team
to bring everything together.

PROJECT
02 BIRTHDAY PARTY 



PROJECT

This Amalfi Coast trip is still in the planning
phase, but it gives a great look into the
behind-the-scenes work I put into organizing
a group experience. Using microsoft word, I
research and structure every detail flights,
accommodations, transportation, daily
itineraries, and nearby recommendations
before transferring everything into a clean,
visually appealing presentation. This process
highlights my ability to manage logistics. 

03 GROUP TRIP TO THE AMALFI COAST



LET’S CONNECT!

AYANAOQUENDO@GMAIL.COM       NEW YORK, NY 347-977-1288 CONNECT ON LINKEDIN

Thank you for taking the time to view my porfolifo. Im excited to bring my
organization, attention to detail and proactive mindset to a new team. 

https://www.linkedin.com/in/ayanaoquendo

