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VIJAI 
IT SUPPORT OFFICER / IT ADMINISTRATOR/ IT Helpdesk
PERSONAL SUMMARY
A confident and reliable IT Graduate with extensive practical experience of working with computers and resolving any support issues that are raised to the service desk. Possessing a proven ability to administer and control the operation, configuration and maintenance of computer based information systems, as well as having an eye for detail and able to multi-task under pressure. Now looking to further an already successful career by working for an ambitious and expanding company.
WORK EXPERIENCE
IT SUPPORT OFFICER
JAN 2013 – FEB 2016
Pakistan
Job Responsibilities
· Managed all laptops, desktops and printers across a variety of company departments 
· Installed and checked hardware and software applications and introduce training as needed. 
· Managing the Bio-Metric attendance system of employees. 
· Configuring various software, operating system and application programs 
· Recommend software and hardware solutions comprising of upgrades and new acquisitions. 
· Develop/Maintain/ Update and configure the official website. 
· Maintain all local software and hardware licensing to ensure conformance. 
· Maintain and update documentation of procedures and configurations. 
· Assisted end users in utilizing new and existing technology options. 
· Maintain server, upgrade, secure, system backups and disaster recovery preparation. 
· Manage entire Procurement process of IT supplies. 
· Support implementation and planning of deletions, additions and major changes to support regional infrastructure. 
· Maintain and secure passwords, file system security and data integrity for desktop environment. 
· Inform senior staff about industry innovations and recommend relevant upgrades. 
· Troubleshooting the network and system problems 
· Support Online Circular production applicable processes. 
· Resolved all documents problems in coordination with remedy and help desk teams. 
· Resolved all problems and questions in a timely manner. 

NOTE: ABLE TO JOIN WITHIN 15 DAYS.
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AREAS OF EXPERTISE
IT Helpdesk
Maintenance
Installation
Configuration
Troubleshooting
Web Hosting
Operating Systems
MS Office (97-2010)
Application Programs
Bio-Metric Attendance System
Networks
LAN/WAN
Network Security
Graphics
Adobe Photoshop
HTML
BACKUP
CCTV
IT Purchasing/Supplies
Data Recovery
FREELANCER Web Design & Graphic Design
SEP 2011 – FEB 2016
UPWORK.COM (Formally Odesk.com)
UpWork.com is a global online working platform where businesses and independent professionals connect and collaborate remotely. Based in Mountain View, San Francisco, CA,
IT SUPPORT OFFICER
JAN 2010 - DEC 2012
Conscience Rural Development Organization, Badin, Sindh, Pakistan
Job Responsibilities
· Repaired employee computers, laptops and network printers. 
· Install software, maintain and introduce training as needed. 
· Maintain, updating and configuration of the website. 
· Conduct network troubleshooting to segregate and identify general network problems. 
· Manage, maintain and update Scanners, site copiers, printers and fax machines. 
· Assisted with training events and equipment breakdown response. 
· Provided end user training on various programs and procedures. 
· Installed and configured Operating Systems (Windows XP, 7 & Vista). 
· Purchased personal computers for executives 
· Using the new application programs and providing the technical support. 
SKILLS SUMMARY
· Extensive proficiency and Superior troubleshooting abilities for desktop, Laptop, Mac Hardware and Software 
· Proficiency with Graphic Designing in Adobe Photoshop 
· Strong desktop system internal support experience 
· Exceptional familiarity with networked and computer based systems 
· Operating Systems like XP, Vista, Windows7, Windows 8 
· LAN/WAN technology 
· Windows Server 2003/2008 
· Microsoft Office 2000/ 2003/ 2007/ 2010 
· Active Directory and Exchange 2003/2007/2010 
· Web designing in Macromedia Dreamweaver 
· McAfee and other Antivirus/ Malware/ Spyware and adware Software 
· Computer/ Laptop Hardware & Software Consultant 
ACADEMIC QUALIFICATION
Bachelors in Telecommunication 2006-2009
University of Sindh, Jamshoro, Pakistan
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REFERENCES
Available on Request

PERSONAL SKILLS
Problem solving
Commitment to outcomes
Highly analytical
Helpful attitude
PERSONAL DETAILS
Date of Birth
7th February 1988
Nationality
Pakistani
Marital Status
Married
LANGUAGES
English
Urdu
Hindi
Sindhi
Panjabi
VIJAI 
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