ROBELYNNE SHEANNE D. CLARETE

Administrative, Operations & Content Support Specialist
Philippines | +63 915 624 3162 | ev.robelynnedelapaz@gmail.com | LinkedIn | Portfolio: rhoby-rhobs.github.io
Immediately available for full-time remote work

PROFESSIONAL SUMMARY

Results-driven Operations & Content Support Specialist with 10+ years of remote experience spanning administrative
coordination, workflow management, and publishing/content operations. Skilled in CMS management, technical SEO,
documentation, database management, QA, and cross-functional collaboration in fast-paced remote environments. Proven
track record leading teams, improving processes, and delivering measurable results at scale. Currently expanding into Al-
assisted workflows and Al-search optimization through freelance client work.

CORE SKILLS

Administrative Support & Operations Coordination
Content & Publishing Operations

Workflow & Task Management

Team Leadership, Training & Stakeholder Communication
Calendar & Schedule Coordination

Documentation & Database Management

CMS Management (WordPress)

SEO & Technical SEO (Schema Markup, lims.txt)
Process Improvement & Operational Efficiency
Reporting & Quality Assurance

Cross-functional Collaboration

Data Accuracy & Compliance Monitoring
Problem-Solving & Multitasking
Remote/Asynchronous Collaboration

TOOLS & PLATFORMS

WordPress | Elementor | Rank Math | WPCode | Niche Builder | Jira | Confluence | Google Analytics | Google Search Console |
SEMRush | Ahrefs | Qualtrics | Datawrapper | Figma | Canva | Adobe Photoshop | Google Workspace | Microsoft 365 | Slack |
Intercom | Trello | Xero | ChatGPT | Claude | Google Gemini | Microsoft Copilot

PROFESSIONAL EXPERIENCE

Finder | Team Lead — Publishing & Operations Support | July 2023 — April 2026

Led daily publishing and operational workflows for a support team, including workload prioritization, task delegation,
coaching, and performance monitoring

Managed end-to-end content operations across insurance pages, ensuring updates were accurate, timely, SEO-aligned, and
compliant with internal standards

Partnered with Product, Engineering, and Publishing teams on cross-functional projects, including a company-wide rebrand
and large-scale database-driven page migration

Built and improved SOPs and QA processes to increase consistency, reduce errors, and support faster delivery

Achievements

Improved team productivity by 95% through coaching, workflow improvements, and clearer task ownership

Increased organic traffic by 25%, improved CTR by 18%, and lifted key page rankings by 5-8 positions through SEO-led
optimization

Reduced manual drafting/processing time by 50%+ using Al-assisted workflows; supported the migration of 100+ pages

Finder | Associate — Publishing & Operations Support | June 2015 —July 2023

Managed daily CMS and database updates across 300+ live insurance product pages, including pricing, provider details,
fees, rates, and market-specific requirements

Conducted regular market research and competitor checks to support accurate, relevant, and competitive content


https://www.linkedin.com/in/robelynne-sheanne-clarete-04482bb7/

» Performed quality assurance checks, content audits, broken-link reviews, and compliance checks to maintain accuracy
across live pages

» Supported Publishers and Content Producers with high-volume requests, urgent content updates, and ongoing page
maintenance

* Handled detailed WordPress formatting and troubleshooting — recognized as the “Formatting Queen” for advanced layout
fixes and troubleshooting skills

Achievements
» Reduced formatting and publishing errors by 40% through consistent QA reviews and audits
* Maintained 98-99% content accuracy across 300+ live product listings/pages while consistently meeting KPI targets

Freelance WordPress & Technical SEO Consultant | Part-Time / Project-Based, April 2026 — Present
Client: Australian real estate buyers agency website
» Diagnosed and resolved a sitewide FAQ schema leak caused by misconfigured WPCode snippets, fixing conditional logic
across numerous location and service pages
* Implemented lims.txt via Rank Math to improve site visibility to Al-powered search tools
* Building and maintaining a live content audit tracker (100+ posts) assessing SEO performance and mapping 301 redirects /
removals, assisted by Claude for framework structuring and decision-logic drafting
* |dentified a Rank Math plugin bug and escalated it with clear technical documentation for client decision-making on
external support access
* Operate independently within WordPress admin, Elementor, and Rank Math without direct hosting/cPanel access,
exercising judgment on escalation boundaries

EDUCATION

Bachelor in Industrial Technology, Major in Computer Technology | Bulacan State University | 2010



