LIONEL SABAULAN

EXECUTIVE ASSISTANT - WORKFLOW AUTOMATION

Las Pinas City, Metro Manila | +63 947 453 2069 | +63 920 477 1430
hello@lionelsabaulan.cv | lionelsabaulan.cv
linkedin.com/in/lionelsabaulan | github.com/NamShinn23

PROFESSIONAL SUMMARY

Executive Assistant with 6+ years in the IT industry, working directly for a Chairman and board. | handle the
calendar, travel, documents and budgets, and | also build the Google Sheets and Apps Script tools that
make that work faster. My automations cut manual data entry by 40%, and a receipt and inventory system
| built removed almost half of our manual order work. Started as an Admin Encoder in 2019 and became
Executive Assistant to the Chairman by 2021. Looking for part-time, remote work.

CORE SKILLS & TECHNOLOGIES

» Automation: Google Apps Script, Google Sheets (QUERY, FILTER, ARRAYFORMULA), Excel

» Reporting: financial and HR reports, dashboards, commmission and remittance computation

« Web and apps: Firebase, Supabase, Cloudflare Workers, Laravel, React, Python, REST APIs

» Domains and hosting: DNS setup and renewals on GoDaddy, Namecheap, SiteGround and .ph

» Executive support: calendar and travel management, visa processing, document control, board
and client coordination

PROFESSIONAL EXPERIENCE

One Dynasty IT Solution FZC LLC March 2025 - Present
Executive Assistant to the Chairman of the Board
¢ Built Apps Script tools that cut manual data entry by 40% across departments.
* Keep and organize the Chairman’s confidential files: board meeting records, executive emails and
company documents.
* Prepare budget sheets, process invoices, and track event and travel spending against the approved
limits.
* Plan company events from schedule to budget reconciliation, and follow up on tasks assigned to
other departments.
* Act as the main contact between the Chairman, the Board, clients and outside partners.

Tradeblvd Co. June 2021 - March 2025
Executive Assistant to the Chairman of the Board (promoted from IT Admin)
+ Managed the CEQ/Chairman’s calendar, international trips and visa applications.
* Prepared confidential financial reports and handled light bookkeeping.
» Relayed priorities between leadership, marketing and sales, and followed up on open issues until
they were closed.

Tradeblvd Co. June 2020 - June 2021
IT Admin (promoted from Admin Encoder)

* Built tracking sheets and small databases in Google Sheets and Excel to replace manual reports.

* Bought and renewed company domains on GoDaddy and set them up with third-party providers.

* Set up live chat, SMS OTP and payment gateways on the company platforms.

¢ Proposed a clearer way to split tasks within the team, which removed recurring bottlenecks.

Tradeblvd Co. June 2019 - June 2020
Admin Encoder
» Computed agent commissions, daily shipping fees and remittances, and prepared weekly, monthly
and yearly reports.
e Tracked stock in and out, handled Return to Sender (RTS) parcels, and matched our records against
LBC, J&T and GoGoXpress.

DOS-1 April 2019 - May 2019
Technical Support Representative
* Fixed hardware and system problems for customers over the phone.
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PELT Information System January 2019 - March 2019
Encoder (OJT)
* Encoded land title, mortgagor and borrower records into the main database.

KEY PROJECTS

» Parcel receipt generator and inventory tracker (Google Sheets). Each order prints a receipt with a
barcode that riders scan on delivery or RTS, and stock per courier updates on its own with low-stock
warnings. Removed almost 50% of our manual order work.

+ Brand P&L dashboard (Apps Script). Net income for every brand in one place, with filters and
charts.

- Domain block tracker (Cloudflare Workers, D1). Holds 24,000+ domain checks across PLDT, Globe,
Converge and DITO, plus team attendance and KPIs.

» Domain expiry bot (Python, Telegram). Warns us 15 days before a domain expires and changes
nameservers in bulk across seven GoDaddy accounts.

* SMS broadcast platform (Laravel). Campaigns per branch, delivery results per telco, and SMS credit
invoices.

« Other apps (Firebase, React, Supabase): an auto repair shop system, travel agency billing, and a
restaurant ordering admin.

Screenshots and a live demo: lionelsabaulan.cv/#portfolio

EDUCATION
» Bachelor of Science in Information Technology, STI College Alabang (2019)
e K-12, TVL Programming strand, AMA Computer College Las Pifias (2017 — 2019), with honors
(Academic Excellence Award, 2018)
e Student leader, Supreme Student Government, T.S. Cruz High School: 3rd Year Representative (2014
—2015) and Peace Officer (2015 - 2016). Recommendation letter available.

CERTIFICATIONS

* Microsoft Security, Compliance, and ldentity Fundamentals, TESDA Online Program (September
2026)

» Data Analytics Essentials, Cisco Networking Academy (August 2026)

« Introduction to Data Science, Cisco Networking Academy / DICT-ITU (July 2026)

« Introduction to Cybersecurity, Cisco Networking Academy / DICT-ITU (July 2026)

« Australian Taxation, Bookkeeping and Payroll with Xero, EZACC Training Center (November 2023)

*  Microsoft Excel, Beginner to Advanced (Udemy)

¢ Entrepreneurship, Cisco Networking Academy (March 2019)

e SSG Leadership Training, University of Perpetual Help (November 2016)
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