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CERTIFIED
IT Professional




Career Goal

	To secure a responsible career opportunity, where I can fully utilize my Education, Experience and management skills, while making a significant contribution to the success of the employer
	

	
	


Experience
May 2014 – To date
RGM International Contracting LLC.
Officer (IT)

· Installation & Trouble Shooting of Computer Hardware & Software
· Maintenance of Computer Systems.

· Monitoring 30 to 140 computers locally and remotely.
· NAS Storage Administration

· SonicWALL NSA 220 Management
· Computer Inventory Management
· Taking offline Data backup of Terastation Data.

· Joining computers on Domain, Creating email ID’s, Updating Website
· Maintaining good Vendor Relations. Experienced with Proper Procurement Procedures. Experienced with Time and Attendance Software.

· Knowledge of FTP, Web development, Ms. Office, Ms. Outlook, QuickBooks, Tally
· Creating and sharing printers.

· Installation of Antivirus on server and on client PCs

· Regularly take Backups.

· Answer and Solve users queries

· Procurement of IT equipment’s.

· Backup and restore of applications user files and outlook files
· Coordinate with HR & Accounts Department.
· For Preparation of Timesheets

· Monthly Attendance Register

· Printing and checking of employees attendance

· Preparation of cheques & payment Vouchers
As IT Administration is not a full time job, I am responsible for all bill payments, going to bank, all IT related works and any work assigned by management.

Jan 2011 – March 2014
 Bio-Instrumentation, Satellite Town, Rawalpindi, Pakistan
         Assistant Manager (IT)
· Providing training & support to new employees and more junior members of the team.
· Local Area Network Administration (wired & Wireless)

· Preparation of Email IDS for Staff Members and answer their queries 
· Installation & Trouble Shooting of Computer Hardware & Software
· Joining Clients to domain

· Setting up remote desktop

· Creating groups and adding users and computers to groups
· Setting up share folders and printers, mapping drives and creating permissions.

· Creating and sharing printers.
· Installation of Antivirus on server and on client PCs

· Regularly take Backups.
· Answer and Solve users queries
· Backup and restore of applications user files and outlook files
Jan 2006 – Dec 2010
Silver Services (Pvt.) Ltd.
Officer (IT)

· Installation & Trouble Shooting of Computer Hardware & Software
· Maintenance of Computer Systems.
· Maintain Employer Account on www.rozee.pk and coordinate with HR Department.
· Provide Training to new employees of company software.
· Computer Inventory Management
· Installing server 2008 and active directory

· Joining computers on Domain
· Configuration of group policies and restricting users to access the resources
Core Competencies
· Ability to communicate professionally and effectively

· In-depth knowledge of Information technology.
· Extensive knowledge of customer service, accounting, human relations and management

· Possess excellent organizational and multi-tasking skill
· Possess extensive working knowledge of Microsoft Word, Microsoft Excel and the Internet
Education

	2008
	MBA-IT
	AIOU , Islamabad
	1st Division

	2002
	B.Sc
	Punjab University , Lahore
	2nd Division

	2000
	I.C.S
	BISE , Gujranwala
	2nd Division

	1998
	Matric
	FBISE, Islamabad
	1st Division


Other Qualification

2000

Basic Computer Courses



NICE Rawalpindi, Pakistan

2004  

Special Diploma Course in English Language  

NUML Islamabad, Pakistan
2011 
 
MCITP (Server-Admin)  



TEVTA Rawalpindi, Pakistan

2012  

Professional Accountant Certificate


TEVTA Rawalpindi, Pakistan
2015 

Awareness Training QMS ISO 9001:2008 

Quay Audit & Certification (UAE) 
2015 

Internal Auditor Training Course 


Chiltern TMC Dubai, (UAE)
2016

MCSA Widows Server 2012



UDEMY (UAE)

IT Skills

	· MS-Office Suite  (Use & Installation)
· Typing Speed 40 WPM (Urdu + English)

· Windows & Unix (Administration, Use & Installation) 
· LAN, WAN, Wired & Wireless Networking
	· System Analysis & Design

· E-Commerce Applications

· Data Communication & Networks

· Installation, Maintenance & Trouble Shooting of Computer Systems.

	· Introduction of Databases & Programing 
	· Computerized Accounting

	
	


Personal Details

	
	

	
	

	Nationality:
	Pakistani

	
	

	Visa Status:
	Employment

	D.O.B
	12-08-1982


Extra Skills
UAE Driving License
Jan 2008 – Mar 2008  

Motor Driver’s Course

TEVTA Rawalpindi, Pakistan






