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Or email us back filled up Vacancy Form

Profile
A skilled and BCA qualified IT professional who is a quick learner, with a can do attitude and reliable, good interactive people skills.  Fluent in English and with a polite manner, I am punctual and able to get along with people on all levels.  I am seeking to obtain a position in a dynamic and challenging environment, where performance is rewarded, and where my abilities can contribute to corporate and personal growth.

Key Skills
· Organized and efficient Office Coordinator/System Administrator with expertise in managing executives' calendars, arranging meetings, and instituting appropriate office procedures.

· Demonstrated skill in negotiating Logistics contracts, ordering office supplies, and coordinating conferences.

· Handling guest and customers in an office environment with regards to our services and products available and Events.

· Providing reports to the managing directors with regards to Sale as well as Daily reports.  
· Efficient with using IDS Intellectual data Software and POS (Hotel Package Software). 
· Efficient with using OS X, Windows XP, 7,8, MS office suite, and internet.

· Assembling, maintenance and repairs of Computers (PC/laptops). 

· Knowledge in Java, vb.Net, ASP (Active Server Pages) Programming, Web Designing.

· Installing, Managing & Trouble shooting software related issues.

· Attending Users complaints with respect to Desktop/Laptop Hardware failure.

· Managing & Trouble shooting LAN (Local Area Network).

· Assembling, Installing & Configuring Motherboard & its drivers.

· Managing & Trouble shooting Network printers and local printers and Copiers.

· Troubleshooting network related problems. Troubleshooting with standard desktop applications like Microsoft Office 97, 2003, 2007, Outlook, Windows XP, Vista, 7, etc.

Previous Employment

System Administrator                                                                           
Oct 2013 - Present                                                                                                                                                            Pvt Ltd (Goa)
Duties included:

· Coordinated the smooth running of the Office, including setting up for meetings for MD, VP and RM.

· Was handling Managing Directors request for reports, refreshments or reminders. 
· Set up for various activities and events, such as Circle meetings for all the employees twice a year, Doctors CME’s for Product promotions.

· Ordered all office and entertainment supplies for the entire office as well as field Staff.

· Successfully handled double the number of people served when the organization expanded its overtime hours.

· Handling network setup projects of companies, hotels, schools and colleges.
· Taking System Backups and restoring as and when required, providing Documentation of reports during Morning meeting& also working as office coordinator.
· Installation and configuration of broadband and wireless routers, switches, access points, print servers, network printers, copiers and other networking devices.

· Installation and configuration of hardware firewall (Cyberoam).

· Installation and configuration of windows server 2003 and windows server 2008.

· Installation and maintenance of Antivirus (Symantec, Quick Heal, Kaspersky,etc).

· Installed NComputing, VSpace virtualization environment, data Projectors, Interactive white boards, with sound system for Office Presentations& Company Functions.  
· Installing and troubleshooting fiber optic cable network with media converter & switches.

· Responsible for the installation, configuration, and troubleshooting of computer hardware, operating systems, network configurations and administration.

System Administrator                                                                               Jan 2013 – Sep 2013                                        Taj Exotica Hotel (Goa)

EDP Associate                                                                                           Nov 2012- Jan 2013                                          Sterling Villagio (Goa)                                                                                 (Contract Basis)
Trainee Network Administrator                                                                May 2012- Oct 2012                                        Naik IT Solutions (Goa)
Achievements

· Under took documentation and full setup of network, computer setups and also under took project for 1st batch of medical products from manufacturing process, Art designing till launch of Hannor Pharma Company products.
· Trained by HCL Pvt. Ltd. For web designing and produced a website project based on “Human Resource Management System” during the final year of B.C.A

· Worked as a team to host an inter-college IT Event - Noesis 2011, at

             Rosary College of Commerce and Arts, Navelim.

· Undertook  Gaming Room Project with full LAN connectivity for Multiplayer gaming  for an inter-college IT Event - Noesis 2011, at Rosary College of Commerce and Arts, Navelim.

· Attended Annual State Level Student Convention under Computer society of India Goa chapter & also Participated in all India I.T quiz organized by AISECT and obtained B+.
· Attended and completed the DIGISOL SEP (SI Empowerment Program) Training                                     & Certification Program under DAPP (DIGISOL ALLIANCE PARTNERS PROGRAM) certification included technical and hands on Switching, Wireless, IP Surveillance, and Routing.

EDUCATION and TRAINING
Inhouse Training

Hometech Electronic (Goa)                                                                        May 2008

Light House (Goa)                                                                                      May 2008

Professional Training

IP gates, Margao - Goa

A+  N+(Hardware & Network)  

CCNA(Cisco certified network associate) 
Bachelor of Computer Application- 




June 2012

Rosary College of Commerce and Arts, Navelim, Goa University – 
Second class. (64.83%) 
H.S.S.C- 








March 2009

Fr Agnel Multipurpose Higher Secondary School, Verna, 
Goa Board of Secondary and Higher Secondary Education-(E-tech- Vocational) 
First class. (70.75%).

S.S.C- 









May 2007

Perpetual Succour Convent High School, Navelim, 
Goa Board of Secondary and Higher Secondary Education-
Second class. (49.86%) 

Leisure Interests
 Motorbiking, Listening to music, assembling Computers, testing networking equipments , reading about New Tech in market, enjoy PS 3/ PC Gaming, playing soccer.
Excellent References Available on Request











