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Professional Home Organizer

Gentle and direct coaching and consulting

Home and family management

Hands on client assistance

Auditing environments and creating curated solutions 

Habits and Home Organizing | Feb 2020 - Present
Coaching & consulting

Strategic planning

Social media management

Online course management

Task management systems

Information systems management

Email funnels and marketing

Graphic design

Pinterest marketing

Organization, systems & SOPs

Online Business Systems & Marketing

Lisa Lizotte
I am an virtual assistant and implementor who
specializes in organization, marketing and
strategic planning. I am a self-starter, quick
learner and always serve my clients beyond my
given role.

Masters of Educational Leadership
University of West Florida

Business Systems and Marketing for Podcasters

Email marketing management, sales funnel strategy,

lead magnet creation

Pinterest strategy, marketing, graphic design,

management

Strategic business planning, workflow audits and

systemization, task management systems

Online course project management

Lizotte LLC | June 2022 - Present
hello@lisalizotte.com

+386-365-179

Florida, United States

lisalizotte.com

SKILLS

CONTACT

REFERENCE

Good Virtual Management
missjennygood@gmail.com

Jenny Good

RELEVANT EXPERIENCE

EDUCATION BACKGROUND

Florida Certified Educator

elementary classroom teacher, all subjects, diversities,

and learning styles and abilities

Public School System | Aug 2005 - June 2009

Young Living Essential Oils

marketing, sales and education of essential oils

Educator & Distributor | Aug 20015 - June 2022



OBJECTIVE: To audit the client's current business operations and identify
recommended SOPs, systems and formulate a strategic plan of implementation for
the next three quarters

SOLUTION: Hold a strategic planning session with client, listen to ideas, goals and
visions for the growth of her business, ask leading questions, identify recommended
systems and integrations and create a timeline for projects. Create a project
management hub inside Asana for clarity, organization, and management of all
current and future projects. Communication with client Is held within Asana as well as
Voxer.

Strategic Planning and Implementation
Audit of Open

Sample Project Management Board 

Note: This is a retainer client in which I started as a virtual assistant and have
transitioned Into the role of online business manager.



OBJECTIVE: To increase lead generation and collect contact information from podcast
listeners, social media followers and website visitors.

SOLUTION: Create a lead magnet to market on podcast episodes, blog, social media
and Pinterest. Lead magnet is a multi-page workbook based on client's brand-
specific content. The client has the ability to alter lead magnet as needed for future
purposes.

Lead Generation

Sample Pages



OBJECTIVE: To market a lead magnet across virtual platforms (website, podcast,
social media, Pinterest, etc.) to increase lead generation

SOLUTION: Create templates and graphics in Canva to market lead magnet. Client
has the ability to alter graphics as needed for future continued use.

Lead Magnet Marketing

Sample Designs
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OBJECTIVE: To deliver a lead magnet to opt-ins through email and to trigger an email
welcome, nurture, and sales sequence

SOLUTION: Create an email In MailerLite to deliver a lead magnet. Trigger a double
opt-in to collect only serious parties. Trigger a 3-5 email welcome/sales series. The
client has access to edit or modify templates at any time within her own MailerLite
account.

Lead Magnet Delivery Email

Email Page



OBJECTIVE: To nurture new leads after opt-in, inform them of helpful resources and
information and make sales offers known.

SOLUTION: Create a 3-5 email welcome sequence based on the client's business
brand and goals that will be triggered to deliver emails automatically to leads.
Strategically craft emails to nurture leads and make them aware of the brand's
culture. Help leads identify a problem or need with relatable copy and offer a solution
that will lead to increased revenue for the client.

Email Welcome Series

Sample Pages



OBJECTIVE: To connect with leads on a weekly basis to nurture with on-going content
and resources and to market sales opportunities.

SOLUTION: Create an email newsletter template in MailerLite to be updated and
scheduled weekly for delivery. Create a newsletter content workflow for ease of use In
order to maximize time and efficiency.

Monthly Newsletter

Newsletter Template



OBJECTIVE: To create a content calendar that will increase time, efficiency and
productivity.

SOLUTION: Gather information for content pillars and organize the data in a
spreadsheet. Create an easy-to-use content calendar in a spreadsheet that will 
house the client content creation workflow. The client can log in and work directly
from this spreadsheet. This will increase productivity as it decreases distractions and
by providing direction and clarity.

Social Media Content Planner and Workflow

Sample Spreadsheets



Sample Spreadsheets



OBJECTIVE:  To create a content calendar that will increase time, efficiency and
productivity and off-board social media management tasks to a virtual assistant.

SOLUTION: Set up a workspace in Asana task management program. Categorize
boards. Create, assign, and schedule tasks. Offer suggestions for content and
schedule expected time of delivery of elements for designing, captioning and
scheduling. Communicate with multiple team members; OBM and virtual assistant
transcribing and blogger. Create goals and KPIs within Asana for tracking progress.

Social Media Content Planner and Workflow

Content Planning



OBJECTIVE: To evaluate business infrastructure, consult on business growth strategies,
create goals and organize business systems and workflows.

SOLUTION: Work with client to analyze business infrastructure, current streams of
revenue and marketing strategies. Make suggestions for growth and curate a
strategic business plan for the next nine months. Break down large goals into small
goals and create boards for tasks in Asana task management software.
Communicate with team members, assign tasks and create accountability check-
points. 

Strategic Business Planning

Project Management Sample



OBJECTIVE: To market podcasts on Pinterest to increase downloads and listenership.

SOLUTION: Create a content database and craft branded designs for marketing on
Pinterest. Designs will also be advertised on multiple virtual platforms such as blogs
and social media as a means of marketing. The goal Is to repurpose content and
drive traffic to the podcast and website to increase sales and revenue.

Pinterest Marketing and Management

Pinterest Designs



OBJECTIVE: To manage Pinterest marketing

SOLUTION: Create a workflow for Pinterest marketing by using a spreadsheet for
content data collection and Tailwind App for pin creation and scheduling. Use good
SEO for titles, descriptions, and board titles.

Pinterest Marketing and Management

Tailwind App Scheduler



OBJECTIVE: To create sales pages and organize course curriculum in Teachable

SOLUTION: Create from scratch a homepage, course sales page, and coaching sales
page for the client's online course. Set up and integrate one-to-one scheduling with
Calendly. Reorganize and restructure course content for student ease of use and
upsell one-to-one coaching.

Online Course Creation

Sample Sales Pages



Course Page for Students Checkout page
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Email Welcome Series


