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FAVIE Group 
Job Description: Virtual Assistant 

 
Position Overview: 
Are you a highly organized, detail-oriented individual with a knack for research, data 
management, and multitasking? Join FAVIE Group as a Virtual Assistant, where 
you’ll support a growing global brand through diverse administrative and 
organizational tasks. 

Responsibilities: 
1. Research and Insights: 

• Gather information for blog content, courses, or projects. 
• Identify affiliate or collaboration opportunities to support business growth. 

2. Project and Task Management: 

• Monitor and update project management tools (ClickUp). 
• Track deadlines and remind team members of upcoming tasks. 

3. General Administrative Support: 

• Manage data entry, organize databases, and handle ad-hoc tasks to support daily 
business operations. 

Requirements: 
• Proven experience as a Virtual Assistant or in a similar role. 
• Excellent research and organizational skills. 
• Strong written and verbal communication in English (additional languages are a 

plus). 
• Familiarity with tools like ClickUp, Slack, and basic SEO concepts (training 

provided where needed). 
• A proactive and resourceful attitude with the ability to adapt quickly. 
• Reliable internet connection and availability for remote work. 
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What We Offer: 
• Fully remote, freelance position with flexible hours. 
• Approximately 10-15 hours per week per person, with potential for growth. 
• Fixed monthly salary, discussed during the interview process. 
• Access to training and resources to support your success. 
• Opportunity to contribute to an innovative and growing global brand. 

Excited to make an impact? Apply now at team@favie.me and become part of 
the FAVIE Group team! 

 

FAVIE Group 
favie.me  
team@favie.me  


