Fraz Iqbal
261-81 Langston Avenue 2nd Fl                                                                                                Cell: (631)707-3947
Glen Oaks, NY 11004                                                                                                   E-Mail: fraz.iqbal@aol.com
Education: New York Institute of Technology–B.S. in Information Technology – December 2019

[bookmark: _GoBack]Skills: Microsoft Access, Word, Excel, PowerPoint, Outlook, Mac, Windows, Adobe, Reynolds & Reynolds, ADP, Java, SQL, HTML

Experience:  
    NYC Department of Design and Construction (DDC) Long Island City                 May 2018 – Present 
            IT Help Desk Technician 
· Troubleshoot user pc remotely with software such as Dameware and remote access. 
· Set up employee equipment such as new computers, monitors, printers
· Assisted with upgrading all employee computers to Windows 10 including mirroring their previous access and ensuring that all their systems are functional 
· Installed and secured user PC to network server LAN 
· Called manufacturer for warranty for items with manufacturer defects 
· Followed DoITT guidelines to implement new policies and procedures
· Removed and wipe out hard disk drives and reassigned to other users or send to DoITT as needed 
· Ghost and image PC with agency required software
· Used Microsoft Access to create database
· Repaired PC’s with hardware issues and replaced parts such as CD drive, RAM, hard drive and video cards
· Managed workstations, user accounts and file and directory sharing and permissions using Microsoft
· Active Directory Services; add new users, computers, file shares and create or delete permissions
· Installed .Net frame with agency specific application SCORE
· Install software (i.e: Microsoft 365, set up outlook, user specific software (project management, AutoCAD, Dameware)
· Imaged new computers with latest Operating system
· Set up Microsoft surface for field users with latest operating system and software required for outside of office use

New York Institute of Technology              Old Westbury, NY                                 January 2018 – Present   Student Aide - Registrar Office
· Answered telephones and responded to student inquiries.
· Completed several data entry and administrative duties such as sorting and organizing paperwork, filing, scanning and making copies. 
· Verified completion of necessary forms and follow up with any missing information.
· Sorted and distributed mail within the department. 
· Typed notices and responded to student via email about various questions.
 
    Atlantic Honda 	             		  Bay Shore, NY                          
            Service Advisor 							                      Mar 2016 – Sept 2017	
            Service Advisor 							       Dec 2012 - Feb 2015                  
            Associate Service Technician                                                                  	          June 2008 - Dec 2012 
· Scheduled service appointments and answered telephone inquiries regarding services and provided updates to the customers.
· Provided the customer with an estimate of the duration of services.
· Informed the customer of the cost for the services and necessary parts that they may need to purchase.
· Communicated with the dispatchers and acted as a middle person to provide the customer with any updates regarding their repair order. 
· Kept track of all open repair orders to ensure they are completed in timely fashion.
· Delivered the cars to the customer once all the issued have been resolved and ensure 100% satisfaction.
· Followed checklists to verify that all important parts are examined.

   Landmark Honda                       		  Alexandria, VA                                     Mar 2015 – Nov 2015
            Assistant Service Manager
· Scheduled service appointments in the service department and suggested additional needed service to customers.
· Greeted customers and obtained vehicle information.
· Provided a complete written cost estimate for labor and parts and approximation of time to complete the services.
· Prioritized required services, and supplied clients with potential options on purchasing parts and other necessary products to improve their car’s performance 
· Consulted insurance adjusters for proper claim evaluation
· Managed the technicians team and kept track of all open tickets to complete all service orders in time
· Kept the client informed of status of their vehicle and provided them with an estimate of time to complete service and followed up frequently with any updates. 
