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IT Administrator     





PERSONAL SUMMARY 





A successful IT Administrator with extensive analytical and software experience of investigating and diagnosing network problem. Multi-talented with good all-round technical skills and the ability to develop and maintain close working relationships with other support and development teams. Resourceful thinker, leader and communicator in fast-paced quality.


Looking for a career advancement opportunity to utilize my skills and abilities in the Software/Hardware Technology Industry.  





WORK EXPERIENCE 





Armal Health Food L.L.C  	- Dubai, UAE


IT ASST. ADMINISTRATOR	February 2013 - Present 


Work as part of a proactive team of support staff responsible for delivering a high quality, customer-focused professional service. Providing the very highest level of technical support and in charge of all the graphic designs needed for customer service to internal staff marketing.





Duties:


Administers a cluster of Servers running Windows Server 2003 and Windows Server Enterprise  


Updating and monitoring IT user accounts. 


Organizes Network File Sharing


Maintenance & management of the Critical Windows based Server Environment. 


Update Operating System patches and Network Security Software 


Maintaining up to date Antivirus levels on all machines company wide. 


Working on Active Directory accounts, configuration of Phones & laptops.  


Managing and monitoring of backups in multiple locations throughout UAE. 


Troubleshoots and provides maintenance support and break-fix solutions. 


Accepts and responds to calls pertaining POS system problems (stock issues, good receipt vouchers, stock adjustments and etc.) 


Follow documented processes i.e. implementing change control procedures. 


Troubleshooting technical problems and implementing solutions. 


Purchasing of IT Equipment and software in line within agreed budgets. 


Responds to shops’ calls locally and internationally in relation to system troubleshooting and maintenance.


Supporting a multi-site IT infrastructure of at least 100 employees. 


Monitors shops’ and warehouse’s CCTV cameras.


Responsible for the fast and accurate troubleshooting of reported faults. 


Conducted annual inventory for shops and warehouses and in-charge of preparing inventory counts.


In-charge of artworks preparation in requirement for new shops opening or artworks replacement.


Designed a company calendar, flyers, banners, poster etc.


Stays up late if required especially during downtime or in need to troubleshoot urgent technical issues.





AREAS OF EXPERTISE 	





Microsoft Operating Systems


Server Support


Networking – Switches / Routers / Firewalls


Computer networks and TCP/IP 


Network cabling 


Preventative maintenance 


SharePoint Administration 


Patch Management


Supporting desktop systems


Remote Support Tools


CCTV


Adobe Creative Cloud


Microsoft Technologies


	





FORMAL EDUCATION 		


University of Southeastern Philippines, Davao City, Phil.


MEP-ECE (Masters)Post Graduate





AMA Computer College, GSC, Phil. April 16, 2011


B.S. in Computer Engineering





AMA Computer Learning Center, GSC, Philippines, July 2, 2012


Advanced AutoCAD











COURSEWORK	


Baronelite	Hamachi


Scanpal	Crystal Report


Winlock	LogMeIn


SQL		Photoshop


Illustrator	InDesign


Acrobat Pro	AutoCAD 2D/3D


Office 365	PABX


Others








Codyx Net Café - General Santos City, Philippines


Owner/IT Consultant, May - October 2012





Managing and supervising an internet café consisting 20 computer units, 1 computer server and 2 printers.


In-charge in all hard ware set-ups including assemble and disassemble of units, networking, installation, and maintenance.  





AMA Computer College - General Santos City, Philippines


Assistant Instructor 1, July- October 2011





Taught BS Computer Engineering, an undergraduate course averaging 80 students per semester, covering the following topics: Microcontroller, AutoCAD, Data Communication, Engineering Management, Programming, Safety Management, etc.





Studio Yunix–Polomolok - South Cotabato, Philippines


Photographer/Attendant/Layout Artist


November 2010 – June 2011





Served as Studio photographer/attendant/layout artist, in-charge of attending customers, brochure, invitation, tarpaulin, souvenirs, and id layouts; shoots and enhances photos for customer satisfaction.


Attends photo walks and workshops (basic and advance)





RCO R.XII - GSC, 	General Santos City, Philippines


System Analyst/ Software & Hardware Support, (OJT)


June – November 2010





In-charge of encoding, assessing and passport releasing, also been able to use technical skills by installing, arranging and maintaining the office’s system.











����PARTIME JOBS





AutoCAD Basic 2D


Tutor, January 23 – 25, 2013


3 day AutoCAD 2D tutorial





Althanaya Pharmaceuticals, Curve Bldg. Sheikh Zayed Rd.


IT Consultant, December 3-15, 2012


Computer hard ware set-ups, networking, installation, and maintenance.  





Event Photographer 


Freelance


Project: Wedding photographer


Worked with clients to conduct prenup, postnup and event day photo sessions. 


Project: Birthday Photographer


Official Event Photographer for children and debut party.





Commercial Photographer 


Freelance


Project: Marketing brochure for a foliar fertilizer dealer. 


Worked with client to select and position products; shot products, enhance and made the brochure layout 





PERSONAL DETAILS	





Birth Date:  08-SEPT-1989


Status:Single


Nationality:Filipino


Visa Status:  Finished Contract	





TECHNICAL TRAININGS  		


H/S Workshop for Micro-controller Interfacing and Prog.


����


Advanced AutoCAD





Fluke Networks – CCTA





Structured Cabling





Alarm System





Occupational Safety & Health Workshop (OSHW)





EFFIGY-Photography Workshop











AFFILIATIONS	


Mindanao Institute of Computer Engineers (MICPEI)





Institute of Electronics Engineers of the Philippines Inc. – IEEP(SOCCSKSARGEN CHAPTER)





Occupational Safety & Health Network-Region 12(OSHNET-R12)





International Association for the Exchange of Students for Technical Experience (IASTE) – Phil.
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