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Objective and Strengths

To apply my operational experience in the field of  IT  in a reputed organization & to prepare myself for challenging career oriented position, to achieve high level of competency and apply my academic skills.

· Self-motivation and a much-disciplined approach towards life.

· Ability to undertake time bound result oriented challenging assignments

· Ability to manage a team and get the work done towards a common objective

· Ability to meet deadlines and work well under pressure.
Work Experience
 Worked as a Executive with  Atos (Sep 2015 – April 2016) Bangalore .
  Responsibilities:-
· Handling Students queries 

· Making daily reports on the basis of tele calling and mails 

· Maintain students progress reports 

· Conduct students interviews in office and providing add on services 

· Maintain office records, stock 

· MIS Generation weekly/monthly reports 
· To provide technical support; answering support queries via phone or email. 

· To take ownership of user problems and be proactive when dealing with user issues.
 Worked as a  Engineer - Helpdesk Management  with  Wipro InfoTech  Pvt ltd . (Mar  2011 – Sep 2011) Pune.

  Responsibilities:-
· To provide technical support; answering support queries via phone or email. 

· To take ownership of user problems and be proactive when dealing with user issues.
· To log all calls on the call logging system and maintain full documentation.

· Respond to enquiries from clients and help them resolve any hardware or software problems.

· Maintain a log of any software or hardware problems detected.

· Support users in the use of Computer equipment by providing necessary training and advice.

· To allocate more complex service issues to the relevant IT Support member.

· To maintain a high degree of customer service for all support queries and adhere to all service management principles.
· Should have a good working knowledge of Workflow tools like remedy
· Logically prioritize tasks and schedule work accordingly.
Worked as a Career Guide  with  Crestech Software System  Pvt ltd . (Jan  2010 – May 2010) Gurgaon.

  Responsibilities:-
· Handling Students queries 

· Making daily reports on the basis of tele calling and mails 

· Maintain students progress reports 

· Conduct students interviews in office and providing add on services 

· Maintain office records,&stock 

· MIS Generation  weekly/monthly reports 

Worked as a Career Counsellor with  Jetking  Computer Education Pvt ltd . (Mar  2009 – Dec 2009) Gurgaon.
 
 Responsibilities:-
· Handling customers queries 

· Maintain office records,fees&stock 

· Making daily reports on the basis of tele calling and mails 

· Maintain students progress reports 

· Fully responsible for conducting term end exam  

· To handle accounts 

· Conducting Seminars for Computer Education Awareness 

 Worked as a HelpDesk Co-ordinator with Abearix Technologies(Dec 2005 – Oct 2008).
Responsibilities
· Handling customers queries 

· Making daily reports on the basis of tele calling and mails 

· Maintain students progress reports 

· Conduct students interviews in office and providing add on services 

· Instructor of computer basics,internet&softwares(typing,voice   recording&English pronunciation) 

· Maintain office records,fees&stock 

Worked as Student Co-ordinator With F-TECH Computer Education(Sep 2004 – Nov 2005).
Responsibilities
· Handling customers queries 

· Maintain office records,fees&stock 

· Making daily reports on the basis of tele calling and mails 

· Maintain students progress reports 

· Fully responsible for conducting term end exam 

· To handle accounts 

· Conducting Seminars for Computer Education Awareness 

Professional Qualification

· 3 Month course in Desktop Publishing 

· 3 Month Course in Financial Accounting (Tally 5.4,6.3) 

· Knowledge of Computer & internet. 
Academic Qualification

·  MBA(HR) From Sikkim manipal University in 2012.
· Master Of Commerce From Rohilkhand University in 2005

· Bachelor of Commerce From Rohilkhand University in 2003. 

· Intermediate From   U.P Board in 2000. 

· High School From U.P Board in 1998 
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