Jana Saleh Al Abdullah
 Janaabdallah344@gmail.com 
Tel: 00961 71 850 062
 Saadnayel, Beqaa, Lebanon

OBJECTIVE 

Experienced IT Specialist with strong technical proficiency in POS system management, network administration, and cybersecurity. Adept at troubleshooting hardware and software issues, providing exceptional technical support, and ensuring data security. Demonstrates excellent problem-solving, organizational, and customer service skills in fast-paced environments.
EDUCATION

 BACHELOR’S IN Information Technology, LEBANESE INTERNATIONAL UNIVERSITY (LIU) LEBANON, 2024

PROFESSIONAL EXPERIENCE

 IT Service Desk UNRWA, LEBANON, September 2024 – December 2024

• Respond to and resolve user inquiries via phone, email, or chat regarding software, hardware, and network issues.
 • Troubleshoot technical problems by guiding users through problem-solving processes.
 • Log all support incidents and requests in the service desk management system. 
• Diagnose, categorize, and escalate more complex issues to specialized teams if necessary. 
• Track and manage incidents from initial report to resolution, ensuring timely responses and effective resolution. 
• Assist with user account setups, password resets, and access permissions across systems and applications. 
• Maintain proper security protocols when granting access to sensitive data or systems. 
• Install, configure, and maintain computer hardware, peripherals, and software.
 • Perform basic maintenance and repairs of IT equipment as needed. 
• Monitor system performance and escalate any service interruptions or degraded performance.
 • Ensure compliance with established IT policies and security standards. 
• Work closely with IT teams to develop solutions to ongoing issues and improve service desk processes. • Generate reports on system performance, recurring issues, and user satisfaction for management.

IT Specialist/Technician
 Al Shams Restaurant, LEBANON, January 2024 – August 2024 

• Install, configure, and maintain POS systems. 
• Troubleshoot and resolve POS system issues.
 • Train staff on the use of POS systems and related software.
 • Set up and maintain local area networks (LAN) and internet connections
• Monitor network performance and troubleshoot network issues. 
• Ensure network security and data protection.
 • Install and configure computer hardware, software, and peripheral devices.
 • Provide technical support for desktops, laptops, printers, and other IT equipment. 
• Maintain an inventory of hardware and software assets. 
• Implement and maintain data backup and recovery procedures. 
• Ensure compliance with data protection regulations and policies.
 • Monitor and address cybersecurity threats and vulnerabilities. 
• Respond to and resolve technical issues reported by staff. 
• Provide remote and on-site support as needed.
 • Document and track support requests and resolutions.

Data Entry at American Studies, Lebanon, August 2022 - September 2023

· Familiarize with Systems: Learn the data management software and understand the types of data you’ll handle.
· Prepare Workspace: Set up your computer, ensure access to necessary systems, and create a distraction-free environment.
· Check Data Accuracy: Verify source documents for completeness and correctness before entering data.
· Enter Data: Input data into the system following the correct format and fields.
· Review Entries: Double-check your entries for accuracy and consistency.
· Ensure Confidentiality: Handle sensitive information securely and follow privacy policies.
· Update Records: Regularly update records with new or changed data.
· Report Issues: Notify supervisors about any discrepancies or missing information.
· Back-Up Data: Follow protocols to back up data regularly and securely.
· Maintain Accuracy: Stay detail-oriented to avoid mistakes and improve efficiency.

Volunteer Work at Al Najdeh NGO, Lebanon, January 2019 – April 2022

· Humanitarian Referrals: Assisted in referring individuals in need of humanitarian aid to appropriate services and support networks.
· Supporting Children and Adults with Disabilities: Worked closely with individuals with mental and physical disabilities, providing care, support, and ensuring their access to essential resources.
· Data Collection and Management: Gathered relevant information on beneficiaries, documented their needs, and updated records to facilitate the referral process.
· Collaboration with Partners: Coordinated with other NGOs, local organizations, and healthcare providers to ensure that individuals received timely support and assistance.
· Case Management: Followed up on cases, ensuring that individuals and families received the necessary interventions and services.
· Community Outreach: Engaged with communities to raise awareness of available services for individuals with disabilities and humanitarian needs.
· Advocacy and Awareness: Promoted the rights and inclusion of people with disabilities, advocating for improved access to healthcare, education, and social services.
· Support for Families: Provided guidance and resources to families caring for individuals with disabilities, ensuring they had access to the right tools and support.
· Training and Capacity Building: Participated in training sessions to stay updated on best practices in humanitarian aid and disability support.

CERTIFICATES / COURSES

 • SISCO, NETACAD Academy, LIU, LEBANON, 2022, 2023 & 2024 
• PYTHON, AUB, LEBANON, 2023
 • Visual Programing, LIU, LEBANON, 2023
AREAS OF EXPERTISE

 • Technical Proficiency                                                                         • Adaptability
• Customer Service                                                                                • Attention to Detail 
• Organizational Skills                                                                            • Project Management
• Technical Support                                                                                • Problem-Solving 
• Team Collaboration                                                                             • Security Awareness

LANGUAGES 

• Arabic: Native                                                                                       • English: Advanced

 REFERENCES 

Available upon request
