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Jane Doe
202 Oak Ridge Lane

Indianapolis, Indiana 47804

(888) 555-1234



Objective

To challenge myself as an IT Help Desk Support member and contribute to the company’s objectives and help attain their goals.
Summary of Qualifications
· Well versed in Windows-based software packages (Word, Excel, PowerPoint, and Outlook).
· Excellent skill level with Microsoft Windows XP, 7, & Server Editions. 

· Excellent communication and human relations skills. 

· Ability to manage multiple priorities in a fast-paced, and rapidly changing environment.
· Natural ability to work within a detail-oriented team environment.
· 5 years experience in the IT department.
Professional Experience

Union Hospital, Indianapolis, IN                                                                                              2007 - Present

IT Help Desk Technician
· Assisted employees in using, maintaining and selecting software programs compatible with the system. 

· Scheduled appointments for Installation, configuration and repaired PCs, printers and other devices as needed. 

· Trained staff to use MS Office applications and Internet Explorer. 
· Answered telephones and scheduled repairs. 

· Perform other duties as assigned. 
· Helping employees with proper instruction on operating their own particular software program.
Circle Medical Group, Indianapolis, IN                                                                                       2005 - 2007

IT Help Desk Technician
· Schedule appointments for repairs to desktop pc.
· Monitored and set security policies on information systems.
· Ensured security and authorized compliance on each desktop pc.  
· Assisted IT staff with installing anti-virus protection and anti-spam system on network and individual PCs, as well as Internet firewall protection. 
· Upgraded systems as needed.
· Updated supervisor with progress reports.

· I have a very pleasant and helpful personality.
 Education and Professional Training

Associate Degree in Information Technology 2005
IVY TECH State College Indianapolis, IN
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