


	JOANNA MAJANO
Admin & Marketing Professional 
E-mail : JoannaMajano@gmail.com     
Mobile : (832) -727-5602
	


	Profile Summary

	

	

	



[bookmark: OLE_LINK82][bookmark: OLE_LINK74] A dynamic, highly resourceful and results-oriented Admin & Marketing professional driven by the zeal towards striking a balance that ensures the needs of the client are met in line with the company goals. With 5+ year's record of delivering significant vital contributions to the company's continued business growth. Acquired practical work experience in handling General Administration, Sales & Marketing, Brand & Product Management, and Customer service-related functions. Displayed efficiency in providing support in managing and coordinating office administrative functions such as preparation of letters, memos, emails, and other correspondence, keeping a record of staff contracts, stationary management & preparation of daily, monthly & annually reports; Consistently demonstrated ability to multitask, prioritize job responsibilities, perform well under pressure, and surpass performance parameters. Possess enthusiasm, tenacity, and initiative in achieving performance goals, desirous for continuous learning with excellent communication, analytical, coordination, organization, problem-solving, and interpersonal skills. Seek a challenging work profile where gained skills, expertise & industry knowledge will have a valuable impact.

	TECHNICAL SKILLS



	· Haz Waste/RCRA
· First Aid/CPR
· Computer Software
· Office management
· Perceptive in Sales Management and Operations 
· Adept in Business Administration 
· Strong Orientation in Resolving Complaints
· Excellent Up-selling and Cross-selling Techniques
· Budget management
· Marketing


	· Competency in Admin/Customer Service
·  Ability to deal w/ phone-email inquiries effectively
· Capacity to take note Oral & Written Instructions
· Strong Analytical skills. 
· Communication/Negotiation/Problem-solving skills
· BLS
· ALS






	STRENGTHS AND PERSONAL ATTRIBUTES


	· Results-driven and can work independently
· Keen to details and excellent organizational skills
· Trustworthy and uphold the integrity
· Team player
· Emotional Intelligence

	· Self-driven and self-motivated
·  Passionate and proactive
· Creative and solution-oriented
· Flexible and open-minded


	

	Educational Qualification


	




Nationally Certified EMT– San Jacinto Community College, August 2016-Present

Basic Emergency Technician Course- San Jacinto Community College, May 2018

Advanced Medical Technician Course- San Jacinto Community College, August 2018






	
	Career Snapshot


	



[bookmark: OLE_LINK57]Health and Safety Specialist                                                                                                          Apr    2019 – Present
Amazon,8120 Humble Westfield Rd

Seasonal Safety Coordinator 				                                                  Nov 2018- present                                                     
Amazon,8120 Humble Westfield Rd

Spindle Top Event Medic                                                                                                                  Oct 2018 – present
1701 W Highway 6, Alvin 	

Associate                                                                                                                                                   Nov 2016- present                                                  
Amazon, 8120 Humble Westfield Rd, Humble

Office Manager                                                                                                                                       Aug 2016-Sep 2016 
Baytown Wellness, Bayton

Chiropractic Assistant
Pasadena Chiropractic, Pasadena                                                                                                  Oct 2015- Aug 2016

Nutrition Sales Associate
K's Divine Health, Pasadena                                                                                                             Aug 2015-Oct 2015	                                                                                       
[bookmark: _GoBack]
	

	Core Competency


	



	
[bookmark: OLE_LINK83]Associate/Customer Service

· Act as the first point of contact for customers while projecting a professional image at all times.
· Responsible for day-to-day operations and functionality of Eligibility/Customer Service Department staff.
· Scanning, sorting and stacking packages.
· Skilful in providing first-class customer experience resulting in satisfaction, loyalty, and retention.
· Process customer transactions and respond to queries in a responsive, accurate, and timely manner.
· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.
· Recommend potential services to management by collecting customer information and analyzing customer needs. Refer unresolved grievances to the concerned department for further investigation.
· Apply fundamental concepts, practices, and procedures of handling client's complaints while meeting quality standards for customer services.
· Uphold proactive communication with customers through phone, e-mail, or regular mail.
· Maintain records of customer interaction and transactions, document details of inquiries, complaints issues, comments, and actions, were taken.
· Preserve proper records of incoming and outgoing correspondence, file documents/letters systematically & keep all assigned files up-to-date. Observe strict confidentiality of all company documents and reports.
· Contribute to the establishment and development of the organization’s goodwill/reputation.

      Office Manager

· Provide general administrative support including mailing, scanning, copying, and other clerical and administrative support to management & employees. Act as a point of contact on all administration matters, deal tactfully with all people.
· Managing and scheduling all the patient appointments, creating and keeping up with medical files as well as rotating patients.
· Managing the therapy room and the appearance of the clinic.
· Communicate with internal departments as well as all third parties to exchange information, coordinate activities, and promptly resolve issues.
· Open, sort, and deliver incoming correspondence, including letters, e-mails, files, and restore documents, records, reports, and arrange travel itineraries for executives.
· Maintain inventories of supplies, equipment, and materials (e.g., ordering, organizing, monitoring, certifying & calibrating scales, Office keys, etc.) to ensure the availability of items.
· Manage all kinds of administrative and clerical work efficiently, highly skilled in preparing correspondence, including statements, forms, reports, presentations, applications, and other documents.
· Administered program support, including preparing project reports, data entry, filing, and record keeping.

Seasonal Safety Coordinator

· Influence behavior and inspire commitment on the part of all personnel in complying with Amazon safety standards and maintaining a safe work environment.
· Conduct training and coach associates on observed work habits in support of this effort.
· Support management’s efforts to ensure compliance with corporate Safety Program expectations and applicable federal and state law. Monthly audits.
· Conduct risk assessments related to jobs performed and new equipment introductions. Recommend appropriate risk mitigation measures to management, including ergonomic considerations, in all such efforts.
· Maintain accurate daily, weekly and monthly metrics reporting to onsite management teams and corporate based reporting systems.
· Maintain required paperwork to comply with Amazon standards.
· Provide immediate aid for associates, visitors, vendors, or guests that need assistance or medical attention.
· Perform Safety Observations & Audits.
· Perform Specific Safety Training as required by the Safety Manager.

Work Place Health and Safety Specialist
· As an event medic, my duties were to ensure floor safety and treat all injuries pertaining to the athletes or spectators.
· Maintained accurate daily, weekly and monthly metrics for reports for the onsite management teams.
· Supported management efforts in ensuring compliance with all corporate safety program expectations and applicable federal & state laws. 
· Conducted risk assessments related to jobs performed and new equipment introductions.
· Responsible for recommending appropriate risk mitigation measures to management, including ergonomics.


	
	I.T. Proficiency


	

	


· Proficient in M.S. Office application (Word, Excel, PowerPoint, Email application & Internet).


	
	Personal Details


	



Nationality:	
Date of Birth:	
Marital Status:	
Languages: English and Spanish	
LinkedIn profile:

	
	Referees



	



  Available on request 



	
	 

	
	 

	

	



