RESUME

 Atif

 Atif
.261471@2freemail.com 
OBJECTIVE:   

Being a committed team player, want to be a part of a renowned organization, to contribute towards the growth of the Organization, based on my expertise and to further my personal capabilities by learning from the new exposure within the structured framework of the organization.

ACADEMIC QUALIFICATION:

	EXAM PASSED
	YEAR
	BOARD
	CLASS

	B.Com
	2016
	Mumbai University
	Pursuing

	12th (HSC)
	2002
	Mumbai
	1st

	10th (SSC)
	2000
	Mumbai
	2nd 



COMPUTER PROFICIENCY:

· Completed JETKING CERTFIED HARDWARE & NETWORKING PROFESSIONAL (JCHNP) from Jetking Infotrain Ltd. 

· Successfully Completed Advanced Certificate in MS-Office & Basic Language Skill from NIIT.

· Successfully Completed Advanced Certificate in Accounting Applications Using Computer (Tally7.2) from NIIT.         
Work Expérience :

Delhi Public School  






Nov. 2009 - Till Date  

Désignation : Accounts Receivable Clerk


  

Nature & Scope of work:

· Providing customers a personalized, friendly and efficient cashiering service. 
· Taking payments from customers via cash, cheques and credit cards.

· Responsible for the accurate and timely allocation of cash.

· In charge of daily cashbook management and also bank reconciliations.
· Posting of tellers and handles receipts.

· In charge of receivable section.
· Monthly preparation of staff over-time. 

HP GAS Agency





   
Feb 2009 to Oct 2009

Désignation: Computer Operator / Data Entry operator.
   

Nature & Scope of work:

· Provide quality back up processing at the end of the each day.
· Offer regular office assistant duties.
· Troubleshooting hardware and network related problems.

· Provide necessary changes in computer operating systems and accumulating the records.
· Date entry work in HP software and Excel.
· Supply various features of data entry and documentation.
ALLIED DIGITAL SERVICES LTD.



June. 2007 to Dec. 2008
Désignation : Customer Support Engg.




Project         : Clearing Corporation of India Ltd

Nature & Scope of work:

· Core job function is to provide complete Hardware and Network support to User.

· Troubleshooting hardware and network related problems.

· Configuration of Lotus Notes as mail client for mailing solution.

· Installation and configuration of Windows 2000 / XP /2003 as operating systems.

· Installation of applications likes MS-Office, Adobe suite, Oracle etc 

· Handling desktop related queries of users.

· Basic configuration of LAN network using workgroup environment

· Installation of Operating systems and standard application as per user requirements.

· Troubleshooting & providing solutions to end users within a specified time limit.

· Complying with various security policies.

Personal Dossier

Year of Issue & Expiry

2015 – 2025.
Languages Spoken


English, Hindi, Marathi, Urdu.

Date of Birth



03-April-1985.

Marital Status



Married
