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Rana Jabir Abbas
Citizenship: Pakistani. Date of Birth: 02 July 1986

	Contact

	Tel : +92-61-6220486  ,  Cell : +92-321-6371058 ;  +92-313-6121414
Email: jabir.abbas@yahoo.com , zakarian@gmail.com



	Address

	House # 895/B-16; Street # 15; Ghazi Abad Near Gulgasht Colony Multan, Pakistan.



	Profile

	Objective

To evolution my professional career with an executive level management position in a world class company. Seek to diversify my skills in another industry and as part of a larger organization. Relocation desirable.
Availability

As Soon as possible.



	Key Skills

	Proficient or familiar with a vast array of concepts and technologies of IT field , including;



	Windows (Server 2003, 7, XP)
Network Solutions
Adobe Photoshop 6.0, CS3, CS4
Disk Operating System (DOS)
	MS-Office Suit
ISA Server (Security Tool)
Corel Draw 9, 12 (Average)
Troubleshooting (Hardware & Software)
	Local Area Network (LAN)
Wide Area Network (WAN)
C++(Beginner)
HTML/CSS


	Work Experience

	Assistant IT Officer

Pak Arab Fertilizes (Pvt.) Ltd.  (Multan Office)
Aug 2012 to Jan 2014
· Provide support in management of computer system, networking and IT related activities.

· Management of computer and networking issues.

· Provision of timely and accurate information and data

· Security of system and data from unauthorized used.

· Effective data mining abilities.

· Ensure smooth working of all computer systems, networking ,internet and troubleshooting

· Troubleshooting of systems both in software and hardware.

· Maintenance of LAN & WAN and others matters

· Preparation of system requirement in offices, up-gradation in existing PC and networking system.

· Follow up all claims that are being forwarded to IT Dept, apply the theory of trouble tickets.

· Recovers any gaps that might face IT Department.

· Any other task assigned by supervisor.



	Work Experience

	Assistant MIS Officer

Islamic Relief Pakistan (Multan Office)

Oct 2010 to June 2012

· Responsible for maintaining servers and workstations as requested by the MIS Officer

· Perform system diagnosis, repair and updates to ensure data integrity; and reliability of automated tasks.

· Interface with users to identify computer related needs and provide appropriate software/hardware support applicable to those needs.

· Perform duties in the absence of the MIS Officer.

· Assist the MIS Officer with administrative and technical functions.

· Generate reports as requested by the MIS Officer.

· Develops, and maintains a comprehensive department database and Management Information System for use in or preparation of a variety of specialized local and state required reports; uses data to assist in establishing and preparing lists, information booklets, master lists/logs, on-line documents.

· Any other tasks assigned by supervisor

Data Entry Operator

Islamic Relief Pakistan (Multan Office)

Aug 2010 to Oct 2010
· Receives and audits documents/information to be entered;

· Transcribes selected data into a computer and scans source documents in accordance with specific program instructions.

· Determines the cause of error message while entering data and makes appropriate corrections.

· May perform various back-up or relief clerical duties as needed (i.e., Admin & Logistics Support, Emergency Support, HR Support).

Technical support:

· Perform hardware and software maintenance duties

· Troubleshoot and correct hardware/ software computer and network problems

· Ensure all daily tasks including backups complete successfully

· Provides users with network technical support.​Installs upgrades and configures network printing, directory structures, rights, security, software and files services.​

· Performs network troubleshooting to isolate and diagnose common network problems.

· Any other tasks assigned by administrator.
Computer Laboratory Assistant

Government College Civil Lines Multan.

Dec2005 to Feb 2009
· Maintain all systems.

· Analyze problems of Network, Technical Support or through on troubleshooting.

· Provide on-site service in support of the Network Manager and or Technical Support Specialist.

· Install and maintain network and computer systems including software and hardware.
· Assemble necessary components to complete task.
· Monitor the lab, keeping an eye out for theft and/or vandalism, disruptions of any kind, and the proper functioning of the lab equipment.

· Assist students with troubleshooting in computer labs.
· Prepare system for installation and attachment to LAN/WAN.
· Interpret network or system messaging and symptoms systematically.
· Perform other related duties as assigned.



	Recent Awards

	Award of Excellence for Outstanding Performance as OIC MIS Officer (Islamic Relief Pakistan. Multan)
Feb-12 To June-12

Award of Excellence for Outstanding Performance as Assistant MIS Officer (Islamic Relief Pakistan. Multan)

Dec-10 To June-12




	Education

	2010

Master of Business Administration, Banking & Finance

Allama Iqbal Open University Islamabad, Pakistan.

2005

Bachelor in Science 

Bahauddin Zakariya University Multan, Pakistan.

2002

F.Sc Computer Science

Government College of Science Multan, Pakistan.

2000

Matriculation

Government Comprehensive School Multan, Pakistan.
2004

6 Month Diploma in Hardware & Network Solutions

Central College Multan, Pakistan.
2002

6 Month Diploma in Computer Application

Central College Multan, Pakistan.




	Languages

	English

Fluent
Urdu

Mother Language
Punjabi
Proficiency



	Reference

	1. Miss Fatima Basit

2. Mr. Atif Ali

HR Officer

MIS Officer

Islamic Relief Pakistan (Punjab)

Islamic Relief Pakistan (Punjab)

basit.fatima@yahoo.com 

pirshah93@gmail.com
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