VEENA                  VEENA.367224@2freemail.com  
Seeking challenging assignments in IT & Office Administration, SAP, Database Management, Logistics etc
PROFESSIONAL SNAPSHOT

· A qualified Bachelor in Technology (B.Tech in Information Technology ) professional with 5+ Years of experience in IT & Office Administration, Database Management, SAP, Business coordination, Logistics etc.  

· Well experienced in maintenance and troubleshooting of SQL Database Management solutions.
· Expertise in Computer hardware assembling, troubleshooting, OS installation, Computer networking etc.
· Good experience in Office administration, accounting, logistics etc.

· Vast knowledge about SQL database, MySQL, SAP, Windows Server etc.
· Hands on experience in Computer hardware assembling troubleshooting, Networking etc.

· Experienced in Office administration, Logistics, office coordination etc.

· Hands on experience in software management, Cyber Security measures etc.

· Self-motivated, Good Team Player and Trainer. 

AREAS OF EXPOSURE
IT/ System Administration, SAP, Database Administration
· Administration and maintenance of SAP system.

· Database Table Reorganization, Tablespace Administration using SQL Server.
· Installation and maintenance of cyber security measures.

· Documentation of IT related issues and procedures.

· Computer hardware assembly.
· OS, Software, Network setups for PCs and Laptops.

· Creating and customizing comprehensive reports based on user requirement.

Office Administration and Logistics
· Coordination of day to day activities in office.
· Timesheet entries, daily reports and Invoice preparation.

· Customer support.

· Coordination with travel agencies and embassies for official trips of staffs.

· Coordination with Logistics vendors for to and fro flows of goods for the company. 
PROFESSIONAL EXPERIENCE

2015- Till Date



Office Administrator cum Desktop Support               Seashore Constructions L.L.C, 
                                                                                                                                                       Dubai
                                 
Key Responsibilities:

· Coordination of day to day activities in office.

· Timesheet entries, daily reports and Invoice preparation.

· Customer support.

· Coordination with travel agencies and embassies for official trips of staffs.

· Coordination with Logistics vendors for to and fro flows of goods for the company. 

· Installation, maintenance, update and support of all applications and communications software. Providing advice and support to all users including software, hardware and card printing related issues.

· Troubleshoot network, systems and applications identifying and correcting malfunctions and other operational issues. Tracking, Reporting and Correcting the Bugs/Defects.

2010 - 2014



 System Administrator and Desktop Support             Arabian Automobile Association 

                                                                                                                                           (AAA), Dubai                                                                                                
Key Responsibilities:

· SAP Database and Database Table Reorganization, Tablespace Administration using SQL Server.
· Maintain Windows Server 2003 including Windows Domain management, Users Accounts/ Groups management, Users Disk Space Allocation and Monitoring, Server Data Backup etc.
· Ensure data files privacy, security, integrity and portability. WIFI configuration.
· Perform troubleshooting of software packages and hardware devices on client machines. Configuration of mail server.

· Database management using SQL.
· Installing and configuring computer hardware, authorized software and antivirus on Laptops and client PCs. Installing and troubleshooting of network printers and scanners.
· Diagnose hardware and software problems and replace defective components.

· Technical Network support and prompt respond to the needs and questions of users concerning their use of desktop software and hardware. 

· Responsible for creating and customizing comprehensive reports based on user requirement. 
2009 - 2010



 




System Analyst and Technical Evanchelist            Aptech Computer Education, 

                                                                                                                                                       India.                                                                                                
Key Responsibilities:

· Perform database analysis, requirements gathering, testing and issue resolution in the implementation of Faculty training. 

· Analysed all functional aspects of our Institution and formulated a method for easy document storage/retrieval in a structured format of all faculty details and also developed a DIMACS system to increase better student-teacher interaction.
PROJECTS UNDERTAKEN
Project 1

Detail
: Developed a Stegnographic project in Java to send a file from one place to another in a secured way.
Project 2

Details: Involved in the development of DIMACS system to increase better student-teacher interaction.
EDUCATIONAL CREDENTIALS

Bachelor in Technology (B.Tech) - Information Technology in 2009
Govt. Engineering College, Mahatma Gandhi University
Higher Secondary Education in 2004
Muslim Girls Higher Secondary School, Erattupetta
Secondary Education in 2002
Sacred Heart Girls High School, Bharananganam
SKILLS

ERP Tools:

SAP
Web Technologies: 

HTML, XML, Dreamweaver, JSP
Prog. Languages:


C, C++, JAVA, SAP-ABAP, .Net
Databases: 






My SQL, SQL Server 2000, SQL Server 2008
Operating Systems: 
Windows 98, 2000, XP, Vista, 7, 8, Linux, Windows Server 2003
Graphics: 








Adobe Flash, Adobe Photoshop
Office Tools: 

   


MS Office, Open Office
Hardware: 







Assembling, Monitoring and Formatting of any PC’s, reset the Routers.
DECLARATION
I hereby declare that the above written particulars are true to the best of my knowledge and belief. If I am offered an opportunity to work, I will discharge the duties entrusted to me to the best of my capacity and to the entire satisfaction of my superiors.

