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RESUME

Name

  : Barkathulla 
Career Objective:
Seeking to handle increasing responsibility and challenging assignments to harness my skill, to be part of an environment that promotes team effort and provides opportunity for value based growth while making a significant contribution to my employer organization.

Professional Summary:

· As a general account clerk having 2 years of experience in accounting clerk.
· As a system administrator having 1 year of experience in computer hardware networking using MCITP.
Professional Experience:
· Excellent knowledge in handling customer relationship

· Computer literate with good typing speed (40 wpm)

· Skilled in performing administrative and secretarial duties

· Complete understanding of the official clerical procedures

· Excellent fluency in oral and written communication

· Good multitasking and organizational skills

· Installation and maintaining local area network in the office.
· Installing and configuring new hardware and software.

· Managing ACTIVE DIRECTORY (DOMAIN), DHCP, DNS.
· Adding removing, or update user accounts. Troubleshooting any reporting problems.

· Basic configuration of routers. Managing routers and switches. Running routing protocols LAN, WAN, TCP, IP, DHCP, DNS.
· Technical knowledge in CCTV cameras.

Work Experience:

Roles and responsibilities:

· Typing, filing and answering telephone and email

· Taking messages and forwarding calls to the respective departments

· Sorting out incoming and outgoing mail for easy tracking

· Drafting daily expense reports

· Maintaining additional copies and files for future reference

· Maintained all important documents physically and electronically

· Circulated official notice to all the department in time

· Arranged for transportation and hotel accommodation for executives

· Collected and submitted bills to the accounts for claim

· Prepared PowerPoint presentations to explain the official process to customers and employees

 Worked as a system administrator in Winpro Technology in Kadapa (D.T), State of Andhra Pradesh, India from Feb2015 to Mar 2016.
Roles and Responsibilities:

· Worked on MCITP-networking database and maintain the modules in to the server.

· Involved in different techniques in the data base.

· Handle the ACTIVE DIRECTORY (DOMAIN), DHCP, DNS.

· Configuring the routers and switches.
· Maintain the technical support to the entire organization on software and hardware.
Technical summary:
	OS
	Windows XP/7/8,MS Word, MS Excel

	Languages
	Mcitp,java,linux,etc.

	Tools
	Networking,CCTV

	Skills
	Pc Hardware &Networking

	Platform
	Windows2007


Academic profile:

· B.Tech (Information Technology) (2007-11) from Madina Engineering College, University of JNTUA, from state of A.P, India with 58%.
· Intermediate, Board of Intermediate Education (M.P.C) – (2005-2007) from Srinivasa junior college, from state of A.P, India with 76%.
· SSC, Board of Secondary Education (2005) from Govt. high school, from state of A.P, India with 60%.
Personal Details:
Gender


:  
Male

Date of Birth

:  
04.04.1990

Marital Status

:
Single
Languages Known  
: 
English, Hindi, and Urdu & Telugu
Nationality

:
 Indian

Declaration:
I do declare hear by that the above contents are correct and to best of my knowledge and belief.
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