SKills

- Virtual Collaboration

- Communication Strategies

- Project Management for Creative and
Technical Teams

- Advanced Research Techniques for

Publishing and Consulting

- Strategic Project Management

- Research & Analysis

- High-level Communication &
Correspondence

- Content Creation & Editing

- Client Relationship Management

- Training & Onboarding Development

k>

VIRTUSAFE

HOUSTON, TX
DE LEON, TX

VIRTUSAFE-USA.COM

CASSANDRA ADIRA

A dedicated and detail-oriented Executive Assistant with expertise in supporting the strategic,
administrative, and operational needs of publishing, consuiting, and security-focused organizations.
Possesses a unique ability to synthesize information, manage correspondence, and streamline
workflows, ensuring seamless communication and efficiency in dynamic environments. Known for
adaptability, resourcefulness, and a proactive approach to achieving business goals.

Professional Experience

E.G. Weiss & Associates - Executive Assistant
1910 Publishing Co. - Executive Assistant
Virtusafe - Executive Assistant

2023 TO PRESENT

- Administrative & Strategic Support: Facilitated the development and execution of key projects,
including pook expansions, detailed training programs, and research-based publications.
Coordinated efforts across various departments to align with the strategic vision of the
organizations.

- Project Management: Managed content creation and editing for publications such as

The Devil You Know, Fractured Nation, and Chaos Across Continents. Oversaw project timelines and
collaborated with external partners, ensuring the timely delivery of manuscripts, marketing
materials, and research findings.

- Communication & Correspondence: Acted as the primary point of contact for stakeholder
communication, including clients, authors, and partners. Drafted letters, marketing materials,
and statements, including a focus on values such as integrity, patriotism, and professionalism.

- Research & Analysis: Supported research initiatives for various projects, including content
development on complex topics such as CPTED, virtual reality applications, and emergency
management. synthesized findings into comprehensive reports, offering actionable insights and
strategic recommmendations.

- Operational Efficiency: Developed streamlined processes for weekly reporting, onboarding, and
staff training, helping to foster a culture of transparency and continuous improvement across all
three organizations.

- Client Engagement: Assisted in developing persuasive negotiation techniques and client
presentations, contributing to successful engagements with key accounts in emergency
rmanagement, virtual reality training, and security consuiting.
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