CALENDAR, EMAIL & SCHEDULING MANAGEMENT SYSTEM
SAMPLE/ DEMO PORTFOLIO PROJECT

Company: Northstar Business Consulting

Executive: Alex Morgan, Founder & Managing Director

Project Type: Self-Directed Portfolio Project / Executive Support Simulation

Role: Executive Virtual Assistant

Tools: Google Calendar, Gmail, Google Tasks, Google Drive, Google Docs, Calendly

Project Summary

| built an executive support and scheduling system for a fictional consulting business, Northstar
Business Consulting, to demonstrate practical Executive Virtual Assistant and operations support
skills.

The project focused on organizing an executive's calendar, managing tasks and follow-ups, creating
structured meeting documentation, organizing business files, and setting up an appointment
scheduling system

| used Google Calendar, Gmail, Google Tasks, Google Drive, Google Docs, and Calendly to create a
connected workflow that helps an executive stay organized, keep track of priorities, manage meetings,
and make scheduling easier.

The project was designed to reflect the type of day-to-day administrative and executive support work a
remote assistant may handle for a busy founder or business owner.



WHAT | BUILT

- Executive Calendar Management
Created and organized a structured executive calendar with focus time, client meetings, internal meetings, project
reviews, finance reviews, and follow-up periods.

* Meeting Scheduling
Organized meetings with appropriate dates, times, descriptions, attendees, and Google Meet details.

* Google Tasks Management
Created tasks with priorities, due dates, and follow-up actions to help track outstanding executive responsibilities.

* Meeting Notes System
Created a reusable Google Docs meeting-notes template covering meeting objectives, discussion points, decisions,
action items, responsible persons, deadlines, and follow-up dates.

- Weekly Executive Brief
Created a structured weekly briefing document covering priorities, upcoming meetings, outstanding tasks, waiting
responses, important updates, issues requiring attention, and next week's priorities.

* Google Drive Organization
Created a structured business filing system with folders for Executive, Clients, Meetings, Finance, Projects, Reports,
Reference, and Templates.

« Appointment Scheduling
Created a 30-Minute Discovery Call appointment type in Calendly with controlled availability and Google Calendar
integration.

« Calendar Conflict Management
Configured appointment scheduling around existing calendar commitments so available booking times do not conflict
with scheduled events.



SKILLS DEMONSTRATED

» Executive Calendar Management
* Meeting Scheduling

» Task Management

* Follow-Up Management
* Meeting Documentation
e Google Workspace

* Google Calendar

» Google Tasks

* Google Drive

» Google Docs

* Gmail

» Calendly

o Administrative Support

Operations Support

PROJECT OUTCOME

The completed system provides a practical example of how an Executive Virtual Assistant can organize an executive's daily
workflow across calendar management, tasks, meetings, documents, email, and appointment scheduling.

Instead of managing each area separately, the project connects the different tools into a simple workflow that makes
upcoming commitments, follow-ups, documents, and appointments easier to manage.

This project demonstrates my ability to organize information, maintain structured workflows, manage scheduling details,
and support an executive with day-to-day administrative operations.

Portfolio Disclaimer:

Northstar Business Consulting, Alex Morgan, clients, contacts, meetings, documents, emails, schedules, and other business
information used in this project are fictional and were created for demonstration and portfolio purposes only.
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