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JAN RODRIGO
Dedicated, Technical and Customer Support individual with Administrative experiences working in a fast-paced environment demanding strong Interpersonal and Organizational skills. Detail oriented and resourceful in completing duties; able to multi-task effectively. Has willingness to learn and share gained knowledge in years of practice in Computers / Technical Profession & Study.
· English Communication skills (Write, Read & Oral)

· Knowledgeable in MS Word, Excel, PowerPoint, Outlook

· IRIS, Remedy, Lotus Notes, CCMS, ISM, Avaya and Cisco Soft phones

· Symantec Ghost, Acronis True Image, Adobe Photoshop, Citrix Active Directory (DRA), Blackberry Enterprise Console, AirWatch MDM Console (iOS devices), Divide Console (Android devices)

· Installation of Operating Systems (e.g. Windows 7 / Vista / XP environment)

· Common Network troubleshooting

· Printer/Scanner support


	September 2012

December 2015
	IT Helpdesk / IT Service Desk / Mobility Operations Support
XEROX BUSINESS SERVICES
• Manage reports, presentations (if required) and administration duties
• Provide assistance to Technical Helpdesk Associates with escalated Mobility tickets
• Support staff with issues on their mobile devices.
• Assist staff with Enterprise email Setup and other Company’s Mobile App installation
• Provide first line of technical support; answer queries via Phone, Email, and Chat
• Apply understanding and knowledge in procedures, information systems, tools and services in order to assist users
• Identify, investigate and research user inquiries and concerns. Isolate and resolve IT problems
• Receive and prioritize issues then refer/route to the right Department using appropriate escalation procedures
• Brief customers, clients and/or management on the status of resolution efforts
• Serve as a technical advisor to Users with complex systems issues by resolving or conferring with technical personnel
• All other duties as assigned


	

	February 2011
May 2011
Desktop Support Engineer / Computer Engineer
CONNEXHUB PTE. LTD. SINGAPORE
• Performs computer rebuild for company use
• Installs computer hardware and software
• Inspects hardware and software component for users
• Assists users on Company Relocation
• Performs Desktop Troubleshooting for users

• All other duties as assigned


	June 2006
October 2010
Technical Support Professional / Customer Service Representative
STARTEK LTD. INTERNATIONAL, TELETECH Inc. andePLDTPARLANCE SYSTEM Inc.
• Provide customer service and technical assistance on telecommunications system and products of American Markets (Cincinnati Bell, AT&T High Speed Internet Services, Logitech & Dish Network Satellite Services)
• Help customers with their billing concerns, setting up new account, programming changes and pay per view orders
• Provide first line technical support; answer queries via phone, email & chat
• Maintain a high degree of customer service for all queries and adhere to all service management principles
• Apply understanding and knowledge in procedures, information systems, tools and services in order to assist users
• Provide technical assistance for High Speed Internet Service (DSL), product inquiries, speed upgrade
• Troubleshoot non-working products & home networking
• Identify, investigate and research user inquiries and concerns. Isolate and resolve IT problems
• Assists customers with the troubleshooting for Logitech Control Devices and processes RMA’s for defective control devices
• Serve as a technical advisor to users with complex systems issues by resolving or conferring with technical personnel
• All other duties as assigned


	EDUCATION



	CERTIFIED SERVICE DESK PROFESSIONAL 

Xerox Business Services (Johnson & Johnson) (September 2013)

BACHELOR’S DEGREE IN COMPUTER SCIENCE - Graduate
REGIS MARIE COLLEGE, PH (March 2012)

UNDERGRADUATE IN BS INFORMATION TECHNOLOGY - 3 Years of Completion

AMA COMPUTER COLLEGE, PH (March 2005)
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