
MARY NATHALIE P. RIVERA
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PROFESSIONAL SUMMARY

Executive Assistant with 10+ years of combined experience across banking compliance, real estate operations, and
small-business support. Seven years at HSBC Philippines and Capital One built a foundation in precision, accountability,
and compliance; the past several years have been spent building and documenting operational systems from the ground
up, designing sales and marketing collateral, managing multi-channel content, and owning a workload end-to-end, from
inbox and calendar management to lead pipelines, CRM management, and process documentation.

CORE SKILLS

Calendar & Inbox Management • Client Communications • Lead Generation & CRM Management (HubSpot, Jobber) • SOP

Development & Process Documentation • Sales Collateral & Presentation Design • B2B Referral Partnership Development

• Social Media Content Strategy • Email Marketing & Newsletter Campaigns • Project Coordination • Quality Auditing &

Compliance • Data Analysis & KPI Reporting • Confidentiality & Discretion • HIPAA Compliance • Google Workspace &

Microsoft Office • Canva, CapCut, Asana

PROFESSIONAL EXPERIENCE

Executive Assistant | Get Lit Landscape Lighting
Jan 2026 – Sep 2026

•  Built and implemented a 28+ document SOP library covering lead intake, follow-up, scheduling, invoicing, HR, and
marketing, standardizing operations for a business with no prior documented processes

•  Designed and produced branded sales and marketing collateral, including 7 service-specific lookbooks and a referral
partner program presentation, used directly in client-facing sales conversations

•  Structured and launched a B2B referral partner outreach program from the ground up, including call scripts, lead
qualification process, and a formal 10% commission structure

•  Managed the full sales pipeline from lead intake through scheduling and invoicing in Jobber CRM, identifying and
resolving data discrepancies while maintaining accurate KPI and lead-source reporting for ownership

•  Planned and executed multi-channel content calendars and email marketing campaigns (Constant Contact,
Mailchimp) across Facebook and Google Business Profile to support lead generation and brand visibility

•  Led full-cycle recruitment for a Crew Leader position: screened 144 applicants down to a qualified shortlist of 22,
conducted phone interviews, and coordinated final interviews with ownership

•  Independently managed day-to-day operations during ownership absences, executing outreach to 200+ leads and
maintaining consistent daily client communications and scheduling

•  Served as the primary point of contact for client communications, technician coordination, and referral and vendor
partner relationships

Virtual Assistant | AP Pressure Washing and Christmas Lights
Oct – Dec 2025 (Seasonal)

•  Managed 25–50 customer inquiries weekly across text and email, maintaining consistent same-day follow-up on all
leads

•  Prepared quotes and design estimates for Christmas lighting installations, directly supporting the sales pipeline

•  Coordinated scheduling and communications between the client and job sites during pressure washing and lighting
installation projects

Marketing Assistant (Part-Time, 4 hrs/day) | Social Media Cookie | Soccer Buddies
Apr – Dec 2025

•  Ran cold-calling and lead generation campaigns for a real estate investor, generating 50–100 leads per month

•  Streamlined listing management and documentation workflows to support day-to-day investment operations

•  Supported marketing execution across multiple channels to help sustain a consistent lead flow



Service Quality Analyst | HSBC Philippines
2017 – 2024

•  Monitored and audited 50–100 live chats and calls per day for compliance, helping sustain a 98%+ customer
satisfaction and compliance score across a 7-year tenure

•  Conducted audits and analyzed data to identify trends, documenting findings and developing test plans that informed
process improvements

•  Collaborated cross-functionally with process and operations teams to implement quality initiatives supporting
operational efficiency

Real Estate Virtual Assistant | Vision Property Group
Jun 2021 – Feb 2023 (Concurrent with HSBC role)

•  Researched and cold-called 100+ properties/leads per month, supplying qualified opportunities to the acquisitions
team

•  Managed and maintained a CRM pipeline of 500+ contacts in HubSpot, ensuring consistent follow-up and organized
lead tracking

•  Independently ran daily operations, documentation, workflow management, and marketing support, freeing the
investor to focus on deal negotiation

Virtual Assistant – Admin (Part-Time) | Grey Elephant
2022 (Concurrent with HSBC role)

•  Managed executive scheduling, correspondence, and file organization remotely, balanced alongside full-time
employment at HSBC, with discreet handling of confidential information

Customer Service Representative | Capital One Support Services Inc.
2014 – 2017

•  Handled 60+ customer inquiries daily across phone, email, and chat, collaborating with internal teams to resolve
complex issues and maintain customer satisfaction

TRAININGS & CERTIFICATIONS

HIPAA Compliance Certification  |  REVA Global — Administrative Tasks, Lead Generation, Cold Calling, Website Creation,
Email Marketing, Drip Campaigns, Transaction Coordination, Property Management  |  Freelance Academy — Social Media
Marketing, Listing Management, Content Creation, Real Estate Tasks, Basic Video Editing  |  TESDA — Introduction to
Bookkeeping

WHAT CLIENTS SAY

“Everything has been going really well. Nathalie is a quick learner and has a great work ethic. No complaints at all. It has
already proven to save me a lot of time and be much faster at communicating with clients.” — Austin, Client

“Nathalie is great! She is a quick learner, great at retaining information, and eager to get going. So far I am confident she
will be a great asset to my business this year.” — Client Testimonial

“I really appreciate all the help you've given me this season. You made my day to day life so much easier. You did great
work, and I'm very thankful for everything you contributed.” — Client Testimonial

Recognized for “outstanding dedication and flexibility,” proactive client communication, and steady progress during training,
commended directly by the client as “very pleased with how far she's come and the level of engagement she's shown.” —
Johnsen Esconde, Operations, REVA Global

TOOLS & PLATFORMS

Microsoft Office • Google Workspace • Jobber • HubSpot • GoHighLevel • Constant Contact • Mailchimp • Cohesive AI •

RingCentral • Send Jim • Alignable • Google Business Profile • Zillow • Asana • Monday.com • Zendesk • REHAB Estimator

Pro • Canva • CapCut • Photoshop


