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Objective

   To obtain a position in a leading organization where my abilities & knowledge are       recognized, harnessed, developed & encouraged in the right direction to bring the best out of me which in terms be helpful for becoming an asset to the organization in long run.
Professional Summary

· 3+ Years of experience in   System Admin And Administration Department at Nunu Hyper Market L.L.C (Al quoz,Dubai,UAE)
· Operating System :Windows 95, 98, ME, 2000, XP, Win-7,VISTA, Server 2003
·  WEB Serve, Internet connection sharing, Remote Control Services, Printer-CD Rom Sharing, Network Printer, IP Camera, Telnet, Outlook Express etc
· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions. 
· Able to establish productive relationships with people at all levels.
· Excellent written and verbal communication skills. 
· Highly trustworthy, discreet and ethical
· Resourceful in the completion of projects, effective at multi-tasking
· Team facilitator 
· Fast learner
· Good leadership quality
· Possess strong communication, interpersonal, analytical & logical skills
· Go-getter with strong & flexible attitude  

Professional Qualification

Acquired certification in Hardware(A+) & Networking (N+,MCSA), and Windows server.

           2006-’09                  :                Bsc Computer Science     

                                                Completed       

                                                          Calicut University,                    
       India  
Educational Qualification

2004-’05                  :                Higher Secondary Education (Computer Science)     

                                                Second Class       

                                                          Board of HSE,                    
       India  
Employment Profile
Nunu Hyper Market (Dubai, UAE) as IT and Administration(Dec-2010 to Nov-2013)
   As IT & Administration
          Operating System :Windows 95, 98, ME, 2000, XP, Win-7,VISTA, Server 2003.      

          Installation & configuration of ADS, DNS, DHCP, FTP, 

          WEB Serve, Internet connection sharing, Remote Control Services, Printer-CD 
              Rom Sharing, Network Printer, IP Camera, Telnet, Outlook Express etc        
·  Participate In Customer/Business Meetings To Gather Requirements And Present Messaging Solutions. 

·  Knowledge Of All Aspects Of Exchange Server 2000/2003, Active Directory 2000/2003.

·  Involvement In System Migrations And Moves, Upgrades Of Hardware And Software.

·  Planning, Installation, administration, Networks & maintenance of systems hardware   and software. 

·  Perform daily backup operation.

·  Repair and recover from hardware or software failures.

·  Providing technical support/troubleshooting for day-to-day operation to users on LAN ..
As Administrator in Charge
· Work with the MD on the strategic vision including assisting in the development and negotiation of various contracts, identifying new funding opportunities, the drafting of prospective programmatic budgets, and determining cost effectiveness of prospective service delivery. 
· Working as a liaison officer between the management and the staff. 

· Prepare  purchase data entry that are circulated in the office. 

· Compiling all the daily reports from the various departments. 
· Reply to all the correspondence that comes in the company. 
· Prepare the agendas before every meeting and distribute it to all the people who are supposed to attend the meeting. 
· Give full support to the management when it comes to decision making.

· Assist and coordinate company meetings and events.

· Process all overtime time sheets and deal with any pay discrepancies. 
Training

March 2010-April 2011                     :   itrade Software Training 
      





        Nunu Hyper LLC, Dubai, UAE.  

Key Responsibility Areas

Purchaser – Experience in preparing quotations and memos for purchasing activities
Customer Service Representative - Experience in providing exemplary customer service in a reputed financial service

Data Entry Operator- Verifying the accuracy of data, updating the data, High speed typing skills.         

Personal Details:


DOB

           :           01-June-1988

Sex


:           Male


Marital Status
:           Single


Nationality

:            Indian


Visa Status

:
   VISIT  Visa


 Languages Known
:           English, Hindi and Malayalam.

Declaration

                  I hereby declare that the above written particulars are true to the best of my knowledge and belief

Reference
                         Available upon request.
