Customer Service Administrative Executive
Remote Virtual Assistant – Latin America
Company: Care Advocates – Senior Placement & Healthcare Advocacy
Location: Remote (Latin America Only)
Schedule: Monday – Friday | 7:00 AM – 4:00 PM U.S. Central Standard Time
Compensation: Hourly (based on experience) + Commission Eligibility After 6 Months
About the Role
We are a growing Registered Nurse–led healthcare advocacy and senior placement organization in the United States seeking a highly professional Customer Service Administrative Executive / Virtual Assistant to support our team.
This role is ideal for someone who has excellent English, strong administrative abilities, and confidence making professional phone calls to clients, healthcare providers, and referral partners.You will play an important role helping families navigate care options for aging loved ones, so compassion, professionalism, and reliability are essential.
Important Requirements 
To be considered for this position, applicants must meet the following requirements:
• Clear and fluent English speaking and writing skills
• Comfortable making outgoing phone calls to clients and professionals in the United States
• Reliable high-speed internet connection
• Quiet professional work environment
• Computer with camera and microphone
• Professional phone system or VOIP capability for making calls
• Available to work Monday – Friday from 7:00 AM – 4:00 PM Central Standard Time (U.S.)
Applicants who cannot meet these requirements will not be considered.
Key Responsibilities
Customer Service & Client Support
· Make outgoing phone calls to families, healthcare providers, and referral partners
· Provide professional customer service support
· Respond to emails, texts, and inquiries
· Assist with client intake and follow-ups
· Coordinate appointments, tours, and consultations
Administrative Support
· Calendar management and scheduling
· Email organization and response
· Data entry and spreadsheet management
· Document creation and PDF editing
· Maintaining organized client records
· CRM updates and task tracking
Operations Support
· Assist with coordinating communication between clients and care providers
· Monitor daily tasks and workflow
· Assist with problem solving and conflict resolution
· Help ensure smooth daily operations
Marketing Support (Bonus Skills)
· Social media posting and scheduling
· Basic graphic design using Canva or similar tools
· Assistance with marketing tasks and content organization
Required Skills
· Excellent English communication skills
· Strong customer service abilities
· Comfortable speaking on the phone
· Strong organizational and time management skills
· Ability to multitask and manage priorities
· Professional and compassionate communication
· Attention to detail
· Ability to maintain confidentiality
Technical Skills Required
· Microsoft Excel
· PDF editing
· Email management
· Calendar management
· Data entry
· CRM systems (preferred but not required)

Preferred Experience (Not Required)
· Experience working with U.S.-based companies
· Previous experience as a Virtual Assistant
· Experience with customer support or call handling
· Social media management
· Basic graphic design (Canva, Adobe, etc.)
· Experience in healthcare, senior care, or service-based businesses
Compensation
· Hourly pay based on experience
· Commission eligibility after 6 months based on performance
· Opportunity for long-term growth
Application Instructions 
To apply for this position, please submit the following:
1. Your resume
2. A short video (1–2 minutes) introducing yourself and describing your experience.
In your video, please answer the following:
• Your name and location
• Your previous Virtual Assistant or administrative experience
• Your experience speaking with clients on the phone
• Why you are interested in this role
Applications without a video introduction will not be considered.
Ideal Candidate Traits
We are looking for someone who is:
• Reliable and accountable
• Organized and detail-oriented
• Compassionate and professional
• Comfortable speaking with clients and healthcare professionals
• Proactive and solution-focused
• Able to work independently

