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Reimund L.

Writing, Research & Document Support Virtual Assistant (Law Graduate)

3.5

COMMUNICATION
ASSESSED BY TOP

Primary: Creative - Secondary: Admin - Level: Mid - Experience: 4+ years

Scan here to book a strategy call with one
of our Business Development Experts

SUMMARY

Law graduate (LL.B.) working remotely as a freelance writer and copywriter since June 2024, producing research-based briefs and client-facing documents with a final
quality check before delivery. Earlier worked as an operations manager handling scheduling, recordkeeping, reporting and SOP checklists. Best suited to writing,
research and document-focused support.

COMMUNICATION
Assessed by the TOP team through a recorded voice screening.
SKILL TRACKS

Admin [ 1 | 2/5 « Entry Operations Manager, Jan 2017 - Jul 2018: scheduling, task coordination, recordkeeping, reporting and SOP checklists.
Role ended over 5 years ago.

Creative [ 1 ] | 3/5 - Capable Freelance writer and copywriter since Jun 2024: research-based briefs, client-facing documents and memo-style
summaries; two copywriting certifications.

Tech 0/5 - Not evidenced
Support 0/5 - Not evidenced
Sales 0/5 - Not evidenced

BEST-FIT ROLES

Content and copywriting VA - Research and document preparation VA - Admin support with a writing focus

KEY STRENGTHS

e Drafts and edits research-based briefs and client documents, with consistent formatting and a final quality check before delivery
® Synthesises sources into concise summaries and recommendations
® Manages client communication, scope and deadlines in a fully remote workflow

e Background in checklists and SOPs that reduced errors and improved turnaround times

TOOLS

Microsoft Office (Word, Excel, PowerPoint, Outlook) Google Workspace (Docs, Sheets, Drive, Calendar) PDF editing and conversion Zoom Slack ChatGPT

DEVELOPMENT AREAS

e No paid paralegal or legal administration role listed; legal skills are supported by the LL.B. degree and research writing, not by a legal job
e No case-management software experience listed

® No employment listed between Aug 2018 and May 2024 (LL.B. completed in 2023)

® No customer support, sales or technical/automation experience listed

Prepared 16 October 2026 - Ref TOP-20261016-RL-01 - Track scores reflect experience evidenced in the candidate's resume, scored 0-5. Total experience counts the roles listed in this profile once each, overlaps excluded.
Communication rating from TOP's voice screening. Contact details withheld; arrange interviews through TOP Remote Worker.



REIMUND L. - WRITING, RESEARCH & DOCUMENT SUPPORT VIRTUAL ASSISTANT (LAW GRADUATE)
Candidate resume - Ref TOP-20261016-RL-01

PROFESSIONAL SUMMARY

Law graduate with experience in remote client support, research-driven writing, document editing and operations coordination. Skilled in deadline tracking, document

organisation and high-accuracy document production, including Al-assisted workflows with human quality checks.
CORE COMPETENCIES

® Research-based writing and editing: briefs, memos and client-facing documents
® Proofreading, citation checks and final quality assurance

® Calendar management and deadline tracking

e File organisation: naming conventions and version control

e Document drafting and formatting: letters and templates

® |egal research support: statutes, case law and secondary sources

EXPERIENCE

Freelance Writer and Copywriter (Remote)
Self-employed

e Draft and edit research-based briefs and client-facing documents with strict attention to clarity, grammar and tone.
e Synthesise sources into concise summaries and recommendations (memo-style deliverables).
e Apply consistent formatting (headings, numbering, citations) and perform final quality checks before delivery.

® Manage client communication, scope and deadlines in a fully remote workflow.

Operations Manager
TadPaul Food Corporation - Manila, Philippines

o Managed scheduling, task coordination, recordkeeping and reporting; maintained high accuracy under pressure.
e Implemented checklists and SOPs that reduced errors and improved turnaround times.

e Trained staff on quality standards and handled escalations with discretion.
CERTIFICATIONS

® The Complete Copywriting Course: Write to Sell Like a Pro - Codestars (Aug 2023)
e The Copynated Academy - The Copynated Academy (Feb 2023)

EDUCATION

Bachelor of Laws (LL.B.), European Law — Maastricht University, Netherlands

Identifying details removed by TOP Remote Worker. Full contact information released on request.
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