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To Interview this candidate please contact Gulfjobseeker.com Office Phone No 04-3970978






DATA ENTRY OFFICER
	Personal Details:

Sex:
Status:

Visa Status:
	Male

Married
Employment Visa


	Profile
	Cisco Certified Network Professional (CCNP)
Cisco Certified Network Associate (CCNA)
Core Skills for Vsat Installer
Good understanding of ERP Aplication.
Window Server 2008 Active Directory Configuration
Window Server 2008 Infrastructure Service Configuration


B. Sc in Computer Science 
Senior School Certificate Examination



WORK EXPERIENCE    SEPTEMBER 2012 TILL DATE
Dept: LOGISTICS

Duration: September 2012 – Till date
Responsibilities:           Using ERP applications, Warehouse Management System tools(WMS) and PALM for recording stock transactions e.g. receiving stock, transferring stock, pallet transfer, stock adjustment, documents status, dispatching of goods, pending goods for pickup, pending goods for delivery, delivery status and sales return.
                                                      Responsible for input and maintenance of data entered into databases, sorting and processing invoices from suppliers, processing customer orders into database, highlighting any discrepancies in data to senior managers, answering phone and dealing with enquires from a variety of sources (e.g. management, staff, administrators, school site personnel, outside vendors and service providers, etc.) for the purpose of providing data assistance and support, entering sales data, market survey information and personal information into computer databases.
                         
Monitors the network daily for the purpose of ensuring network security, including virus/malware protection at all levels, including   server, firewall, internet, email, and client workstations 
Transferring data onto online order forms, searching records for missing or outstanding documents, inputting and retrieving alphabetical and numerical information in prescribed format, reviewing the quality of any data that is being entered, maintaining accurate records of activities & work completed

Checking the work of other data operators, Handling confidential information in line with the company’s data security protocols, performing data review and clean-up processes, cross referencing data to ensure its accuracy and completeness, scanning forms and sorting the information on them, assisting managers with the development and maintenance of data graphs and reports.
Writing weekly report and delivering same to management during the weekly meeting. Completing special projects as assigned by Supervisor
WORK EXPERIENCE 
Direct ON PC Limited. (ISP)

Plot B Block 1, Industrial Avenue, 
Ilupeju, Lagos, 
Nigeria.

Dept: HUB/NOC Department

Duration: January 2011 – August 2012
Responsibilities:  
Manages Microsoft Exchange and email archive systems for the purpose of delivering services in compliance with established guidelines and/or objectives and ensuring integration between emails, fax, and unified messaging systems.
Provides 2nd level fault management to Wimax users.
Remote monitoring of  Navini Broadband CPE and BTS  (Base Transceiver Station through the EMS (Equipment Management System)

Monitoring of IP Based Alvarion point to point Radio links, Alvarion Sectors and Navini Sectors and Base Station, Ceragon Point to Point     links via networking monitoring tools called WhatsUp Gold in order to ensure Base stations are up and Running.
Configuration of  Aviat Modems, Calibration and synchronization of base  station in order to boost network traffic. Escalating Base station issues such as power outage, low input voltage, generator faults, equipment issue to appropriate co-locators. Provides real time technical support/troubleshooting to field engineer for VSAT installation on iDirect, HNS and HX platform.
On-site and remote technical support/troubleshooting for both Internet and Intranet customers. Testing, integration, installations and commissioning of VSAT remote on iDirect, HNS, and HX platform 

Bandwidth monitoring using MRTG and PRTG Display


Customer oriented communication / call escalation using CRESTEL Online Billing Service. Daily check and maintenance of iDirect Hub chassis , Hub Line cards, NMS and protocol Processors Servers, taking daily backups and routine system checks.

Regular maintenance of 3.7m c-band and 7.2m ku- band VSAT installation (outdoor /indoor unit) and the SSPA. Generating daily bandwidth report and monthly report for Wimax, HN, Hx and iDirect platform.

EDUCATIONAL HISTORY
       May 2004 – Nov 2009   
Lagos State University Ojo Campus, Lagos State, Nigeria
       Jan 2010 – April 2010    
Cisco Networking Academy, NIIT Lagos, Nigeria 
       June 1993 – May 2001     
Methodist Grammar School, Ibadan, Oyo State, Nigeria 

    
 Feb 1988 – Jan 1993      
 Islamic Mission School, Ibadan, Oyo State, Nigeria
AREAS OF EXPERTISE
Audio typing, Fully IT literate, Editing content, Processing orders, office duties, Data gathering, Managing records, Validating data, Networking.
DATA ADMINISTRATOR 
SKILLS

Having a methodical approach with particular attention to detail, Excellent computer keyboard skills, Quick data inputting skills, Producing typed documents, Superb Excel and Microsoft office skills, Able to work to daily targets, Very careful when handling private and confidential information, Upholding outstanding level of administrative and operational standards, High typing accuracy skills, Experience in PeopleSoft and Accounts Payable activities, Good with numbers and figures, Able to work quickly and competently on tasks.
PERSONAL SKILLS        
Excellent interpersonal and communication skills, ability to complete required jobs with minimal supervision, ability to build relationships with colleagues, excellent memory and ability to remember figures and numbers whilst typing, ability to multi task in ever-changing environment, proactive approach to problem solving, strong sense of responsibility. 

Good understanding of ERPM Software, static routing, Eigrp, Ospf, Access-List, VLAN, VMware and Trouble Shooting. Have a good technical network background, working knowledge of major networking components & hardware components. Ability to explain technical issues clearly, Extensive knowledge of Microsoft based operating systems.
REFERENCES
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