
Administrative services we offer at Strategic Steward include: 

 

●​ Calendar and schedule management 

 

●​ Email and inbox organization 

 

●​ Data entry and database maintenance 

 

●​ Document preparation and formatting 

 

●​ File organization and digital record keeping 

 

●​ Meeting coordination and support 

 

●​ Client communication and follow-ups 

 

●​ Basic bookkeeping support 

 

Services are not limited to the above. 

 


