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Personal Summary

Over 18 years of U.A.E experience with IT environment utilizing exemplary computer, administration, facilities, time management and communication skills. I am a quick learner and happy to learn new skills in my own time as I have been doing to date. I have been passionate about the IT industry for as long as I can remember. Having a broad knowledge of organizing, managing and supporting the day to day activities required for running an educational institution. Flexible with strong team-working skills, able to work individually or as part of a group. Involved in a wide variety of tasks in areas such as admissions, resource planning and managing IT department. Excellent organizational skills gained through all-round administrative experience, now looking for an opportunity for personal development and career progression with a reputable organization in the U.A.E.
Areas of Expertise

· Project Management

· Strategy & Execution

· Student Counseling
· Innovative IT Initiatives

· Trouble Shooting

· Client Relations

· Database Oversight

· End-user Support

· Documentation

· Academic Administration

· Staff Development

· Communication Skills

Work History

Cambridge International School – Dubai, UAE
Cambridge International School is a non-selective for-profit private school that follows the British curriculum and is located on the grounds of Al Garhoud, Dubai.

Assistant IT Manager / Administrator/ Facilities – Sep 1997 – Jan 2016
· Managed the installation and configuration of secure LAN's, WAN's & Intranets.

· Provided first-line support to staff to resolve issues.

· Locating faults and resolving hardware and software issues.

· Building and maintaining systems, printers and peripherals.

· Software upgrades and backups regularly.

· Updating and creating documentation for staff.

· Create and implement admissions and registration forms on website.

· Organized the replacement and upgrade of desktop pc's and laptops.

· Update school policies and procedures on system and ensure appropriate implementation.

· Organize and facilitate the management of educational and social activities.

· Act as a point of contact for students’, parents’ and staff’s IT needs.

· Managed the IT department’s monthly head interest and other finances.

· Updated school website regularly with latest information.

· Managed reception area and building security access.

· Received and routed incoming mail and packages.
· Stock supply areas and order new inventory.

· Draught new business correspondence, reports and presentations.
· Effectively planning and executing all IT related projects.

· Ensuring all IT systems, infrastructures, server, networks and securities are running to an efficient level.

· Recommending and implementing technological improvements and efficiencies.  
· Provided expert IT support to customer base – Handled every technical query.
· Ability to work independently as well as being a good team-player.
· Facilitated staff planning meetings, promoting individual high level of personal achievement.                 

· Presents a strong, professional, positive image to others which inspires confidence & commands respect.                                           

Education & Training
· Bachelor of Arts 

· Industrial Training Institute (ITI)
· Proficiency in MS Office suite 
Key Competencies & Skills
· Passion for constant improvement.
· Ability to install and administer computer hardware, software and networks
· Ability to solve all IT related issues in a firm.

· Excellent presentation, communication and interpersonal skills.

· Ability to make good decisions in stressful situations.

· Effective team leader with strong analytical and problem solving abilities.

· Flexible and detail oriented attitude.

· Able to identify cost-effective technical solutions that meet business needs.

· Ensuring that all IT changes are managed so that they minimise downtime and risk of any inconvenience.

· Developing and maintaining the infrastructure and IT systems.

· Managing and promoting services through the use of social media and Search Engine Optimization.
· Strong administrative and organizational skills 

· Quick learner, keen to learn and improve skills.
· Continues to learn throughout life. Develops the competencies needed for current & future roles.
IT Proficiency
· Advanced proficiency levels in MS Office Suite (Excel, PowerPoint & Word)
· Cisco/VoIP environment, LAN/WAN/WLAN network, database administration and Firewalls.
· TDM, NMS, Soft Switches, DSLAM/MSAG.

· Well versed in networking terminologies such as CCNA, CCNP, SCNA and MCSE.

· Knowledge of latest programming languages and operating systems.

· IP/MPLS knowledge of installation and configuration of variety of IT Cisco switches/routers using engineering installation documentation.
Language Skills

English, Hindi, Urdu, Malayalam and Tamil.
Personal Dossier
Date of Birth: 30. May. 1974                Nationality: Indian                       Driver’s License: UAE                       Visa status: Transferable Residency
Hobbies
Music, Internet and Reading.
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