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Darsana
Career Objectives 

To be a part of a Leading organization that provides good working environment where I can utilize my knowledge and skills that will give me an opportunity to develop my career and contribute towards the achievement of organizational objective.


Professional Summary

MCA Graduated Professional having more than 1 year of diverse experience as IT Help Desk / HR Admin/ Inside Sales Coordinator.
Professional Experience                               

Organization
: Barik Technology Company LLC (Barik IT Solutions- UAE Division)                                                                               Designation
: IT Help Desk / Inside Sales Coordinator
                                                                                                                   Duration
: sept 2015 to Aug 2016 
Job Responsibilities


· Responsible to develop/create new clients internally via phone and email for the following 

          Software solutions
· Environmental Management Software

· Health & Safety Management Software

· Quality Management Software 

· Vendor Management Software

· Responsible to receive enquiries. 
· Responsible to submit quotations after getting approval from the Sales Manager.
· Receive and record technical /application support calls from end user.
· Follow up quotations in a timely manner to secure profitable orders.
· Understand customer problems in terms of commercial & technical and redirect it to the  

                 Concern department.
· Extensive interaction with customers and suppliers via phone and email.

· Preparation of Purchase orders, Invoice, Delivery Note etc.

Organization
: Focus Fox Media Pvt. Ltd                                                                              Designation
: IT Help Desk / HR Admin
                                                                                                                   Duration
: Dec 2014 to July 2015 
Job Responsibilities


·     Answering Telephone Calls, Data entry, Monitoring and replying sales emails and
    Enquiries. 

· Monitor and respond quickly and effectively to requests received through the IT helpdesk.
· Redirect problems to correct resource.

· Modify configurations, utilities, software default settings, etc.
· Preparing & submitting monthly statement of Accounts to Client’s Account department. 
· Document LPO, payment vouchers, Invoice, delivery note, quotation etc.
· Install, test and configure new software and peripheral equipment.
· Preparing quotations, purchase order, invoice & delivery note. 

· Maintain inventory of all Hardware peripherals, software and software licenses.
· Report issues to the Service Desk for escalation.
· Manage PC setup and deployment for new employees using standard hardware and
    Software.
· Perform timely hardware and software upgrades as required.
· Be the first point of contact for all HR-related queries.
· Ensure the relevant HR database is up to date and accurate. 
· Assist in the recruitment process.
· Set up interviews and issue relevant correspondence.
Technical Skills


Language / Software Skills
· Operating System
:  Windows XP/Vista/8, Debian.

· Packages
:  M S Office.

· Programming Language
:  C, C++, Java, PHP, COBOL, HTML.
· Database
:  SQL Server 2005/2008, Oracle, Microsoft Access.

Inside Sales / Application Engineer
· Identify target client accounts in assigned territory using market data
· Identifying and establishing new business, organizing sales visits and liaising with existing clients
· Preparing proposals, quotations, purchase order, invoice & delivery note 
· Follow up the progress of offers submitted leading to awarding and placement of order
HR Admin / Document Controller
· Answering Telephones, Data entry, Monitoring and replying sales emails and enquiries. 
· Keeping, filling and controlling of all documents. 
· Preparing proposals, quotations, purchase order, invoice & delivery note. 
IT Desktop Support / Programmer

· Knowledge of PC & PC compatible computers and common application programs Microsoft Office (Word, Excel, PowerPoint, Outlook and Operating systems (Windows XP/Vista/7, Debian)
· Sound knowledge in Programming languages (C,C++,Java, PHP.COBOL), Data base (SQL Server 2005/2008, Oracle, Microsoft Access) , Scripting Languages (Java script, Servlet) , Mark up languages (HTML).
· Perform system health checks on all systems.
· Ensuring security and upgrades are applied and kept up to date on desktops & laptops.
Educational Qualifications
· Post-Graduation in Master of Computer Applications(MCA)(2011- 2014)

              (Federal Institute of Science & Technology (FISAT), MG University, Kerala – India)

·  Graduation in Bachelor of Computer Applications (BCA)(2008– 2011)  

        (MG University, Kerala – India)
Personal Profile
Date of Birth

:
02 December 1990
Gender


:
Female
Nationality

:
Indian
Languages Known
:
English, Malayalam, Tamil.
Marital Status

:
Married
References
References are available upon request.
