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Tiamzon

	


OBJECTIVE

To obtain a position that will enable me to use my strong organizational skills, educational background through experience and learning.
WORK EXPERIENCE
IT Desktop Engineer
(March 2015 – March 2016)

Responsibilities:

· Leads for the IT helpdesk and IT support operation.

· Providing first class support to diagnose and resolve problems to the end user's satisfaction according to SLA’s
· Provide feedback and assessment of the needs of the Middle East User-community in terms of Helpdesk support and services

· Comply with the Middle East IS Support Coverage policies and procedures. 

· To diagnose and resolve software and hardware incidents, including operating systems (Windows and Mac) and across a range of software applications.

· To assist all our users with any logged IT related incident when called upon.
· Manage end-user requests.

· Maintained the up to date operating procedures inside the IT department.

· Performed off hour help desk support.

· Work in Active Directory, (Creating User Account, and resetting password), setup and manage file access permissions
· Escalate, report and follow-up on telecommunication issues (voice and data) with local telecommunication service providers
· Install, configure and repair scanners, modems, printers, hubs and switches, LAN/WAN,  etc

· To accurately record, update and document requests using the IT service desk system.

· To install and configure new IT equipment.

· To resolve incidents and upgrade different types of software and hardware

· Worked with hardware and software dealers to confirm well-timed product delivery.

· Perform routine maintenance on all user accounts, data files, etc.

· Maintain the door lock access finger print/card access.

· To maintain a first class level of customer service ensuring that all customers are treated efficiently and in an appropriate manner.

· Maintain excellent verbal communication skills with the ability to communicate effectively with technical and non-technical colleagues at all levels in the organization. 

· Support and maintain of Exchange/Outlook E-Mail clients (IMAP, POP3)
· Overall supervision of system, modifying, upgrading and reporting on system changes

· Expert in working with adobe Photoshop.

· Responsible for supporting: Windows OS/ Microsoft Office, Windows Server, Anti-Virus products.

· Support mobile device Iphone, blackberry, windows, android phones etc.

Smart Communication Inc. Telecom Philippines

IT Helpdesk Support

(March 2011 – November 2014)

Smart Tower, Ayala Ave., Makati City Philippines
Responsibilities:
· Manned the daily Helpdesk operations.
· Provide technical assistance and support for incoming queries and issues related to computer systems, software, and hardware.
· Provide the delivery and support of Helpdesk Services

· Log, track & resolve all Helpdesk reported/received issues 

· Maintain and update documents relative to Helpdesk operations (i.e. Reference guides, manuals, etc.)

· Prepare Helpdesk operational support  status reports

· Implement QA/QC in regards to Helpdesk operational procedures and processes

· Support special projects and assignments.

· Follow up with customers, provide feedback and see problems through to resolution
· Resolve technical problems with Local Area Networks (LAN), Wide Area Networks (WAN), and other systems.

· Install, modify, and repair computer hardware and software.
· Train computer users.

· Maintain daily performance of computer systems.

· identify and escalate situations requiring urgent attention
· Other duties may be added and/or assigned as needed

· Support the following technologies: Microsoft Office products – Outlook, Word, Excel, Access, Internet Explorer, Windows OS, desktops, laptops, printers, networked copiers and others as assigned.

· Strong problem solving skills.
· Monitoring and maintaining computer systems and networks
· Testing and evaluating new technology
· Troubleshooting system and network problems and diagnosing and solving hardware or software fault
· talking staff or clients through a series of actions, either face-to-face or over the telephone, to help set up systems or resolve issues
· Managed inventory and tracked all hardware and software used
· Maintaining equipment and software licenses as necessary
· Experienced with Active Directory database
· Support and maintain of Exchange/Outlook E-Mail
· Perform password resets and re-certify tokens
· Monitor backup system alerts and escalate errors
· Quickly and accurately determine incident scope and impact
· Support all mobile and tablet device
SLI Inc.

Administrative Assistant/ Secretary

(March 2010 – March 2011)

Madrigal Bldg, Ayala Ave., Makati City Philippines

· Performs administrative and secretarial duties to support department/division. Prepare meeting agendas, presentations and Minutes of the Meeting.

· Prepare meeting agendas, presentations and Minutes of the Meeting.

· Manages meeting schedules, correspondences, reports, call screening, travel arrangements and all related functions

· Maintains systematic filing system and safe keeping of important documents.

· Receives Telephone calls, records and relay messages.

· Coordinates with other department for the purpose of information gathering.

· Performs similar or related tasks to other department as requested by the Management.

TECHNICAL SKILLS
· Knowledge in HTML.

· Microsoft Office.
· PC Troubleshooting.

· Installation of Windows Operating System

· Adobe Photoshop, Graphic designer, Video Editing
· Networking.

· CCTV setup

TRAINING
· Networking and Digital Design (2010)      

· Electronic Commerce (2010)      

· Digital Media and Networking   (2009)  

· Exposure Trip People Support Inc   (2008)    

· Leadership Training Seminar  (2008)    

EDUCATIONAL BACKGROUND

2007-2011
           
Philippine Christian University                      


 Dasmarñas, Cavite

                                            B.S. Information Technology

2003-2007

Manuel A. Roxas High School                            

  Paco, Manila 
                             
                             Secondary Education
PERSONAL INFORMATION

Date of Birth: June 16, 1991



Place of Birth: Manila


Nationality: Filipino

Gender: Male

Marital Status: Single

Known Languages: English, Filipino
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