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Profile

I have superior skills in a fast-paced environment, Work well under pressure and I am a goal-oriented. My experience is excellent as I always reach quota. My voice is friendly. With nature Helpful and professional, I am computer literate. 
Experience
June 20-2011 Still Working    Administrator and IT





   EDWISE INTERNATIONAL PVT LTD





   Somaji guda 





   Hyderabad.

 Job Responsibilities

Admin: - Maintaining office stock keeping track of company assets, booking hotels by speaking to the Managers or Organization MD’s for Education Fairs. Coordinating with the college principal and university principals for booking Seminars for abroad university Delegates. 

IT: - Experienced with Ubuntu (Linux), and Windows, XP helping branch IT issues as required, maintaining all the Systems working in good conditions. 

Aug 8 2007- April 20 2011   Administrator
                                                TATA SKY DTH SERVICES,
                                                Somajiguda Hyderabad
                                                INDIA




                                             

Job Responsibilities
Maintaining office records, Training new staff, giving guidance about the product knowledge, assisting Field service engineers for customer complaints, collecting reports on daily basis and submitting the reports to higher officials. Taking feedback and suggestion’s from the customers about the service. 
Educational qualification
· B A  from Ambedkar  University (English Medium)
· Intermediate  Commerce from Karnataka Arts Science & Commerce college (English Medium)
· S.S.C from Lords Mercy High school  (English Medium)
Skills

Microsoft Office

            Microsoft Excel

            Linux (Ubuntu)

Hardware Networking

PERSONAL PARTICULARS
Date of Birth

:
16/05/82

Nationality

:
Indian

Marital Status

:
Married

Mother Tongue
:
Telugu

Languages

:
English, Hindi, Telugu, Kannada



The information furnished above is exact and correct to maximum of my knowledge.

