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♦Address: Pamplona 2, Las Pinas City, Philippines
♦Mobile No.: +639655920834
♦Email Add: mjminoza@yahoo.com


[bookmark: _GoBack]CAREER STATEMENT
“Capable and professional executive seeking a challenging position wherein I can utilize a strong background in efficiently managing multiple priorities and successfully meeting client demands. Hard working and committed career changer who is eager to make a positive contribution to your company's customer experience.”
CAREER HISTORY

	Licensed Financial Advisor 
	♦
	Sun Life of Canada
	♦
	January 2022 to present


   Responsibilities:

	· Manage the day-to-day handling of all the company social media channels such as LinkedIn, Facebook, Pinterest, Instagram, Tiktok and YouTube, adapting content to suit different channels.
· Oversee, plan and deliver content across different platforms using scheduling tool such as agorapulse.
· Scheduling social media posts as per the plan.
· Responsible in creating social media content for all US social media accounts of The VA Hub.

	· Manage and facilitate social media communities by responding to social media posts and developing discussions.
· Monitor, track, analyze and report on performance on social media platforms using tools such as Facebook and Instagram insights, and other social media analytics.



	Marketing Assistant 
	♦
	The VA Hub
	♦
	July 2021 – February 2022


   Responsibilities:

	· Manage the day-to-day handling of all the company social media channels such as LinkedIn, Facebook, Pinterest, Instagram, Tiktok and YouTube, adapting content to suit different channels.
· Oversee, plan and deliver content across different platforms using scheduling tool such as agorapulse.
· Scheduling social media posts as per the plan.
· Responsible in creating social media content for all US social media accounts of The VA Hub.

	· Manage and facilitate social media communities by responding to social media posts and developing discussions.
· Monitor, track, analyze and report on performance on social media platforms using tools such as Facebook and Instagram insights, and other social media analytics.


		Senior Customer Relation Executive
	♦
	Al Futtaim Motors (TY/LX)
	♦
	November 2013 – August 2019





     Responsibilities:
	· Handling the initial customer complaint – call, walk-in, email, fax, etc.

	· Swift and sure handling of customer complaints in conjunction with the Customer Care Manager, TMC and company policy.

	· Maintaining the highest standards of protocols in line with TMC and international best practice 

	· Close and sure follow up of all cases received either through first handling closure (inquiries) or through communication with Customer Care Manager.

	· Providing the relevant complaint data into the business information system such as Voice of Customer and Owner contact form.

	· Creating corporate trust based on integrity and fair handling of all enquiries and complaints



	Service Advisor 
	♦
	Al Futtaim Motors (TY/LX)
	
	♦
	May 2011 – October 2013


   Responsibilities:

	· Responsible for receiving customer vehicles for service and repair jobs 

	· Raising repair orders on internal system

	· Regularly follow-up with workshop controllers and technicians on vehicle status

	· Updating customers regularly on progress for the car service or repair

	· Ensuring delivery of vehicles within proposed timeframe

	· Responsible for raising Warranty approvals and service orders including special orders for parts not available and following up to keep the customer updated



	Call Center Executive
	♦
	Al Futtaim Motors (TY/LX)
	
	♦
	March 2010 – April 2011


   Responsibilities:

	· Contacting customers that are included in the service campaign list

	· Setting an appointment for customer who agreed to bring vehicle in the workshop 

	· Contact and remind customers that their vehicle is due for the service maintenance

	· Collaborate with the controller in the workshop for the available time slot for customer who agreed to bring vehicle in the workshop

	· Making weekly and monthly report for successful bookings of service campaign customers and successful bookings for servicing vehicle. 

	· Handling minor customer complaints 


	Maintenance Reminder System Coordinator
	♦
	Al Futtaim Motors (TY/LX)
	♦
	October 2008 – February 2010

	
	
	
	
	


   Responsibilities:
	· Generating daily list of customers from the SAP system which vehicle is due for the service maintenance 

	· Contact, convince and remind customers that their vehicle is due for the service maintenance

	· Setting an appointment for customer who agreed to bring vehicle in the workshop

	· Collaborate with the controller in the workshop for the available time slot for customer who agreed to bring vehicle in the workshop

	· Making weekly and monthly report for contacted customers and successful bookings for servicing vehicle. 

	· Handling minor customer complaints 


	Telephone Operator/Receptionist
	♦
	Al Futtaim Motors (TY/LX)
	♦
	July 2006 – September 2008


 
    Responsibilities:

	· Handle all incoming telephone communications, noting reasons for call and forwarding to relevant team 
members, subject to availability 
· Provide excellent customer service as per company policy and procedures 
· Resolving customer queries promptly, within company guidelines, before escalating to higher level if 
necessary.
· Attend to customer needs, understand their requirements so that maximum number of enquiries are 
handled quickly and forwarded on responsibly 
· Logging calls (including time, date and caller details) 
· Maintain an up to date knowledge of personnel and procedures 
· Making appointment for customers who wants car servicing

	OIC - Customer Service Representative
	♦
	OLMM Management Services
	♦
	October 2004 – April 2006


  
   Responsibilities:

· Selling Ayala Cards
· Encoding profiles of the cardholders
· Encoding the shopping receipts of the cardholders for pointing system of the Ayala cards
· Selling electronic gift certificates
· Selling parking tickets
· Handling tickets for every mall event
· Making Inventory report for the Ayala cards, e-gift certificates and parking tickets
· Making Sales report for the Ayala cards, e-gift certificates and parking tickets
· Making daily and monthly activities report 
· Handling customer complaints
· Answering phone inquiries
· Assisting customers regarding store location, store contact numbers, events and other mall activities

	Membership Sales Representative

	♦
	GG&A Club Devt, Inc.
	♦
	February 2002 – August 2004


   Responsibilities:

	· Selling 2-year playing rights to golfers

	· Processing the papers of the golfers who bought playing rights.

	· Calling companies for possible clients

	· Having saturation in industrial and business areas for acquiring possible clients

	· Selling 2-year playing rights to golfers

	· Processing the papers of the golfers who bought playing rights.





	Secretary
	♦
	De La Salle Santiago Zobel School
	♦
	November 2000 – December 2001


   Responsibilities:

	  Secretary of the Grade School Coordinators
· Receiving incoming documents from the different departments
· Sending out memos to other department
· Clerical jobs

  Secretary of the Grade School Principal

	· Receiving fax and also sending out fax 
· Clerical jobs
· Filing
· Receiving incoming documents from different departments and sending out documents to different
departments.

  Secretary of the Registrar

	· Encoding grades of the students 

	· Give out the cards during the distribution of cards

	· Give out the enrollment forms during enrollment



KEY COMPETENCIES AND SKILLS
· Written and verbal communication
· Knowledge in Business Correspondence email
· Team player
· Attention to detail
· Adaptability and flexibility
· Interpersonal effectiveness
· Pro Active and Self Motivated
· Computer Skills (Microsoft office – word, excel &power point; SAP system) 
· BCM CRM System User
· SAP System user
· Canva User
ACADEMIC QUALIFICATIONS
St. Paul University of Manila (Pedro Gil, Malate, Philippines)
1996 – 2000
Bachelor of Science in Commerce Major in Marketing


SEMINARS AND TRAININGS ATTENDED
	1. Time Management
    Alfuttaim Training Center
 
	8. First Aid   
    Alfuttaim Training Center
    

	2. Handling complaints
    Alfuttaim Training Center
    
	9. Building Loyal Customer
    Alfuttaim Training Center
   

	3. Developing a Customer Satisfaction Mindset
    Alfuttaim Training Center
    
	10. Effective Communication
       Alfuttaim Traning Center 
    

	4. Maintenance Reminder System – 
    Telephone Skills
    Alfuttaim Training Center

	11. Customers Comes First
       Alfuttaim Traning Center                   
     

	5. Technical Service Advisor-  Level 1
    National Service Dept. Training Center Jebel Ali

6. Time Management 
    Alfuttaim Training Center
    
	12. Customer Retention
      Alfuttaim Training Center

13. Personal Support Worker
      Pinoywish Training Center


	7. Managing Conflicts – Handling Differences 
    Alfuttaim Training Center
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