
Jeremiah Paul Umahag • Real Estate Virtual Assistant & Operations Support 

JEREMIAH PAUL UMAHAG 
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Philippines | Remote | International Real Estate Support 
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jeremiahpaulumahag@gmail.com | (+63) 918-551-8929 | WhatsApp 

PROFESSIONAL SUMMARY 

Real Estate Virtual Assistant and Real Estate Media Coordinator with 6+ years of administrative, operations, sales, and real estate 
support experience across domestic and international markets. Skilled in real estate operations, transaction and leasing 
coordination, CRM and lead management, client communication, listing support, photography Quality Control, media workflow 
coordination, research, and process improvement. Experienced supporting U.S. residential real estate and real estate media teams, 
with a strong record of building reliable systems, proactive follow-up workflows, and consistent quality standards. 

CORE COMPETENCIES 

Real Estate Operations • Real Estate Media QC • Lightroom & Photoshop • Transaction & Leasing Coordination • CRM & Lead 
Management • Follow Up Boss • Jtek Navigation • MLS & CRMLS Support • Listing Coordination • Client & Vendor Communication • 
Media Workflow Coordination • Social Media & Content • Google Workspace • AI & Automation • Zapier Workflows • SOP & Process 
Development • Training & Onboarding 

PROFESSIONAL EXPERIENCE 

CONFIDENTIAL U.S. REAL ESTATE MEDIA CLIENT | Real Estate Media Coordinator / Quality Control | 2026–Present 

•Support the day-to-day media workflow for U.S. residential listings, coordinating photography, cinematic video, floor plans, 3D 
tours, virtual twilight/staging, and delivery. 

•Perform Quality Control on real estate photography in Lightroom and Photoshop, reviewing exposure, white balance, color 
consistency, vertical and horizontal lines, perspective, composition, distractions, and object removal. 

•Review property galleries for completeness and consistency, checking room coverage, image sequencing, presentation, and 
whether the final set is ready for client delivery. 

•Work with CubiCasa, Matterport, Zillow 3D Home, Higgsfield, and Nano Banana Pro as part of the property media workflow. 
•Receive and organize video assets through Box.com, host completed videos through Vimeo, and monitor project completion and 

client payment status through Spiro. 
•Identify editing issues or missing deliverables before delivery and coordinate corrections with the appropriate team member to 

protect quality and turnaround times. 

CONFIDENTIAL U.S. RESIDENTIAL REAL ESTATE CLIENT | Real Estate Virtual Assistant | 2024–2026 

• Support day-to-day U.S. residential real estate operations across lead generation, CRM management, transaction support, client 
communication, and administrative workflows. 

• Source approximately 10 new leads per day from Zillow, LoopNet, and RentSpree; encode and organize contacts in Jtek Navigation 
and Follow Up Boss. 

• Manage TikTok and Instagram marketing, including daily content, engagement, and direct-message responses; grew accounts 
from about 80 followers to more than 4,000. 

• Execute drip email campaigns three times per week to approximately 500 contacts per campaign, maintaining consistent lead-
nurture touchpoints. 

• Handle lease, purchase, and listing agreement workflows through car.org, ZipForm, and DocuSign; support 1–2 purchase 
transactions and 1–2 lease/rent transactions monthly. 

• Update CRMLS listings, verify open-house details, and maintain accurate property photos and listing information. 
• Build and maintain Zapier automations connecting Google Workspace, ZipForm, Viber, WhatsApp, Zillow, RentSpree, and 

LoopNet; use email parsing where native integrations are unavailable. 
• Collect client reviews for Zillow and maintain follow-up systems designed to keep lead, document, and communication workflows 

organized with minimal supervision. 

AYALA LAND INTERNATIONAL SALES | International Executive Assistant | 2024–2025 

• Supported an international real estate sales team led by the Regional Director, coordinating operations for approximately 25 
agents across the Middle East, Asia, UK, and U.S. 

• Managed around three meetings per day, daily inventory reporting, property refresher sessions, and onboarding/training for newly 
hired agents. 

• Prepared weekly consolidated performance reports covering team sales, individual sales, year-to-date results, and quota tracking. 
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• Assisted with up to four sales documentation workflows per day, coordinating internal departments and external agents/clients to 
keep files complete and timely. 

• Coordinated communications and documentation across Dubai, Hong Kong, Macau, China, London, New York, and California 
using Google Workspace, Salesforce, Teams, Viber, and WhatsApp. 

• Implemented a Zapier workflow integrating Viber, Telegram, and WhatsApp with Salesforce to capture agent messages and trigger 
alerts through preferred messaging channels. 

• Supported international marketing, listing accuracy, team growth monitoring, and deployment-budget coordination. 

ROBINSONS LAND CORPORATION | Destination Estate Operations | Administrative Assistant | 2019–2023; Estate 
Assistant Manager | 2024 

• Supported operations for a 30-hectare destination estate in Pasig City, progressing from Administrative Assistant to Estate 
Assistant Manager. 

• Supported a 10-person internal team and coordinated with 20+ cross-functional stakeholders, external clients, and brokerage 
firms, engaging with approximately 100 contacts monthly. 

• Managed monthly billing for five third-party service providers and processed approximately 30 payment-related transactions each 
month. 

• Maintained centralized records covering gate passes, work permits, sales documentation, payment monitoring, inventory, 
receipts, and technical plans. 

• Coordinated weekly estate events and activities, including increased seasonal activity during the Christmas period. 
• Promoted to Estate Assistant Manager and supervised a 58-person outsourced operations workforce spanning security, 

housekeeping, gardening, technical, and administrative functions. 
• Resolved a seven-month third-party billing backlog during the first week in the Estate Assistant Manager role, restoring timely 

payment processing for service providers. 
• Built an inquiry-management and task-tracking workflow using Zapier, Google Workspace, Google Sheets, ClickUp, SAP, 

Salesforce, and QuickBooks; automated website inquiry capture, notifications, task assignment, and follow-up tracking. 
• Established an operational workflow that remains in use, improving consistency and maintainability across inquiry tracking, task 

assignment, and follow-up. 

SELECTED TECHNOLOGY 

Lightroom • Photoshop • CubiCasa • Matterport • Zillow 3D Home • Vimeo • Box.com • Spiro • Higgsfield • Nano Banana Pro • Follow 
Up Boss • Jtek Navigation • ZipForm • DocuSign • CRMLS • Zillow • LoopNet • RentSpree • Google Workspace • Google Sheets • 
Salesforce • SAP • QuickBooks • Zapier • Airtable • ClickUp • Notion • Canva • MailerLite • Dropbox • Microsoft Teams • Viber • 
WhatsApp • Telegram • ChatGPT • Claude AI • Perplexity AI 

EDUCATION 

Bachelor of Science in Real Estate Management | Trinity University of Asia | Graduated 2021 


