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ADMINISTRATIVE & OPERATIONS SUPPORT | E-COMMERCE | DATA ENTRY 
 

PROFESSIONAL SUMMARY     

Detail-oriented administrative and e-commerce operations professional with experience in Amazon FBM support, data 
entry, spreadsheet management, digital records, email correspondence, and workflow tracking in remote environments. 
Proficient in Google Workspace, Microsoft Excel, Asana, CRM tools, and AI-assisted productivity tools. Currently pursuing 
a BS in Computer Applications with foundational skills in HTML, CSS, JavaScript, GitHub, and GitHub Pages. 

 

WORK EXPERIENCE  

Automated Ecom Solutions | Remote | Jun 2022 – Jul 2023 
E-commerce Operations Associate (Amazon FBM) 
 

• Managed Amazon FBM product listings, inventory, pricing, availability, and product data while keeping records 
accurate and current. 

• Maintained operational spreadsheets, digital records, and task-tracking information used to monitor recurring e-
commerce activities. 

• Implemented and maintained task-tracking systems that improved workflow visibility and supported more efficient 
day-to-day operations. 

• Coordinated recurring tasks and shifting priorities in a remote environment while consistently meeting operational 
deadlines. 

• Handled routine email correspondence, operational updates, and follow-ups to keep requests and action items on 
track. 

 

SKILLS  

Administrative & Operations: Data Entry, Document & Records Management, Email Handling, Task Coordination, 
Workflow Tracking, Data Accuracy, Research 
 
E-commerce: Amazon FBM, Product Listing Management, Inventory Management, Pricing & Availability Updates, 
Product Data Maintenance 
 
Tools & Productivity: Google Workspace, Microsoft Excel, Asana, CRM Tools, ChatGPT, Grammarly 
 
AI & Technical: Generative AI Prompting, AI-Assisted Research & Drafting, HTML, CSS, Basic JavaScript, GitHub, 
GitHub Pages 
 

PROJECTS  

Personal Portfolio Website | HTML, CSS, JavaScript, GitHub Pages 
calvin-cabili.github.io 
 

• Created and published a responsive personal portfolio website to showcase professional experience, skills, 
certifications, and projects using HTML, CSS, basic JavaScript, and GitHub Pages. 

 

EDUCATION   

Mindanao State University – Iligan Institute of Technology 
Bachelor of Science in Computer Applications | Expected Jul 2027 
 

CERTIFICATIONS 

AI and Digital Safety Readiness Training | SmartCT | Aug 2026 

https://calvin-cabili.github.io/

