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PROFESSIONAL RESUME

-  MITCH MALEK  -

Personal Details 

Professional Training





Lotus Notes 

            Certified Lotus Professional

Name

:
Mitch (Michelle) Malek

Novell (V4.1) Education




CNA training 

Address
:
Currently travelling, contact via email





Hewlett Packard

Email               : 
mitchmalek@hotmail.com 


Or
mnm@dalek.dgs.monash.edu.au


Introduction to Hewlett Packard







Scanner Training




Laser Product Training




InkJet Training/ DeskJet Training

Age

:
26 Years


Large Format Plotter Accreditation




OfficeJet LX training

Date of Birth
:
1st June 1971


GDI training




Colour Laserjet training

Marital Status
:
Single






Digital Equipment

Nationality
:
Australian


Digital Personal Computer Training




Digital Server Training




Digital Network Product Training

Education 


Digital Prioris RAID Configuration 
Accreditation





Secondary
:
1985 ‑ 1988 

Toshiba




Knoxfield College


Introduction to Toshiba




Victorian Certificate of Education
 


1st day of Procare Centre training


 (2 day
course)




(VCE/HSC)








Tertiary

:
1990 ‑ 1993 

Written References




Monash University



 


Bachelor of Science Degree

Peter Wilkie




Major in Computer Science

Team Leader, Lan Management and Standards




Minors in Statistics and Computer 


Imaging

Royal Bank of Scotland








1989

Niall Fogarty




RMIT

Financial Director




(Royal Melbourne Institute Of 



Technology)

The Boroughloch Consultancy




Associate Diploma in Business 



Administration and Secretarial Studies  

Michael Bosnar




Incomplete - credit for first year 

General Manager



Prion Technology Distribution





Interests and Activities







Top of the list would have to be dancing (all forms, but mostly CEROC), white-water rafting, playing baseball and indoor beach volleyball.  I love being a part of amateur theatre productions and doing creative writing.

Work Experience 

Date
:
Mar 98 - Present 

Postition
:
Travelling

Date
:
Jan 98 – Feb 98  (1 month contract)

Employer
:
Council to Homeless Persons (Victoria)

Position
:
OFFICE MANAGER
Date
:
Jun 97 – Oct 97 

Position
:
Travelling, teaching English in Romania

Date
:
Apr 97 - Jun 97  (3 month contract)

Employer
:
Royal Bank of Scotland

Position
:
NETWORK ADMINISTRATOR

Technical summary

COMPAQ PC’s AND LAPTOPS, NEC LAPTOPS, DOS, NOVELL 3.11, 3.12, MACAFEES VIRUS S/W, WINDOWS NT (V3.51, 4.0) WINDOWS 3.11, WINDOWS 95, CHEYENE ARCSERVE V5.0, MS OFFICE SUITE, MS ACCESS, MS PROJECT, TCPIP, APRIORI, MS SCHEDULE PLUS, HP PRINTERS AND SCANNERS.

For this contract the Bank approached me to work in their Lan Management and Standards department as a Network Administrator.  This entailed working on their national technology LAN at a Supervisor level.  The additional tasks performed in this capacity were:

· Setting up and managing new user accounts.

· Resetting and setting up printers and print queues in Novell and with JetAdmin.

· Resolving software issues with the Bank’s bespoke packages.

· Setting up MS Mail and Schedule Plus users and moving/deleting accounts.

· Performing daily backups of over 60 servers at two sites and trouble shooting when required.

· Performing restores for lost or damaged files/directories from these backups, when the Helpdesk were unable to retrieve them.

Date
:
Sep 96 - Apr 97  (Extended 1 month contract)

Employer
:
Computacenter



(Royal Bank of Scotland)

Position
:
SUPPORT ANALYIST

Technical summary

AS ABOVE

My role in this position was to support the workstation (desktop and laptop) PC’s, of the various LAN’s throughout the Royal Bank of Scotland’s Head offices in St Andrew Sq.  This site contains over 1000 users in various environments.

This involved the following tasks:

· Connecting the workstations to the LAN - including patching ports at the LAM’s.

· Installing the hardware (disk drives, network cards, CD-ROM’s, sound cards, modems and memory upgrades) and configuring for use as a bank standard.

· Resolving fault calls with the workstations LAN connections.

· Providing second level support for software faults and configuration requirements.

· Installing and connecting printers and other peripheral devices.

· Installing the Bank bespoke software packages and providing follow up support.

Date
:
Sep 95 - Jun 96  (9 month contract)

Employer
:
The Boroughloch Consultancy



 (Integrated Marketing Agency)

Position
:
IT MANAGER/ NETWORK ADMINISTRATOR

Technical summary

DIGITAL PRIORIS HX, DEC PC’s, MAC QUADRA, ALTOS 5000, UNIX, DOS 6.2, NOVELL 4.1, NOVELL GROUPWISE, ARCSERVE, DR SOLOMONS, WINDOWS 3.11, WINDOWS 95, MS OFFICE SUITE, CORELL DRAW, NETSCAPE V2.2 

IT MANAGER

My job brief as IT Manager was to facilitate and implement the installation of a new network for the advertising agency and in-house art studio at The Boroughloch.  This involved integrating the few existing stand alone PC’s, printers and the UNIX accounting system, (used by the agency), with the art studio’s MAC’s and printers, along with any new equipment needed.  The network was required to service the 40 in-house users, linking the systems with cross platform email and desktop faxing facilities.  A new phone system was also required which had the facility for voice mail and would incorporate new ISDN technology.

To successfully achieve this brief, I performed the following:

· Created a fully detailed specification of requirements for the company to ascertain their networking requirements.

· Designed the network and sourced a suitable supplier.

· Liaised between the supplier and the senior management.

· Designed a new 10BaseT wiring backbone and port allocation to support the new phone and network system.

· Facilitated the installation of the network server by the supplier.

· Facilitated the new wiring, hubs and patch panels required to link the two floors and two systems.

· Added and configured the client workstations and printers.

· Installed the user applications.

· Set up user accounts.

· Facilitated the installation of the new telephone network, voice mail messaging service and ISDN lines.

· Organised training sessions for the existing packages and new technology.

· Provided on the spot trouble shooting and maintenance.

NOVELL NETWORK ADMINISTRATOR

Once the network and other systems were in and stable, I broadened my duties to include the following:

SYSTEM AND PHONES

· Monitoring the server for corrupt files, defragmentation and performing general maintenance.

· Maintaining user accounts and PC’s, including laptops.

· Monitoring and maintaining the printers and queues.

· Conducting voice mail administration, for each user’s voice box, including setting up special audiotext voiceboxes to handle response forms.

· Setting up and maintaining the GROUPWISE email accounts, resources, groups and user accounts.

· Configuring new telephone extensions with numbers and reallocating patch panel ports.

INTERNET/COMPUSERVE CONNECTION MAINTENANCE

· Ensuring the connection was always live, and accessible.

· Fixing any errors that occurred with the connection or supporting software.

· Maintaining newsgroup subscriptions.

· Bookmarking new and interesting sites.

· Training other members of staff on how to use the Internet and get email etc.

· Acting as a postmaster to help direct incoming email.

VIRUS SCANNER ADMINISTRATION- UPGRADES

· Regularly scanning the drives and key PC’s.

· Installing the upgrades on a monthly basis.

POWERCHUTE/ARCSERVE ADMINISTRATION 

· Performing regular backups - rotating the DAT tapes daily

· Scheduling which files were to be backed up off the Server and MAC’s.

· Performing restores when needed.

RESEARCH/SOURCING OF EQUIPMENT AND DEVICES

CONSULTING ON NEW TECHNOLOGY PURCHASES AND CONCEPTS

· Advising on new technologies (hardware and software) and researching their practicality and suitability for their intended purpose

· Cross-quoting from several vendors for the best price/availability for the product.

SCANNER OPERATION AND PRESENTATION ENHANCEMENTS

· Training other users on scanner operation.

· Scanning in documents, modifying the images for the particular document requirements.

· Inserting into and creating company presentations.

Achievements:

· Successfully ascertained the end user’s requirements, to the extent that they had a system, which was easily integrated into their working practices and was transparent to the end user.

· Brought all the staff to a common level of technical competency and computer literacy for their essential applications.

· Integrated the new network and phone systems with a minimum of disruption to the staff productivity.

· Taught myself Microsoft Access to the extent that I was able to create a working usable database for one of the departments.

Date
:
May 1994 - June 1995

Employer
:
Prion Technology Distribution 



 (Formerly High Performance Distribution)

Position
:
NATIONAL TECHNICAL RESPONSE CONSULTANT
Technical Summary:  


HEWLETT PACKARD PRODUCTS, DIGITAL PC AND SERVER RANGE, TOSHIBA NOTEBOOKS, UNIX, NOVELL 3.12, WINDOWS (3.1, 3.11), DOS 6.2, MS OFFICE SUITE, WP OFFICE, PCL5, FACSYS, LOTUS NOTES

Prion Technology Distribution is a national distributor for Hewlett Packard, Digital and Toshiba, and the Technical Response Center services all Prion’s resellers Australia wide, as well as responding to internal staff’s needs.

Whilst the main emphasis of this position was responding to technical support calls within two hours, the other components of my duties consisted of:

· Maintaining Order Entry Procedure with the 1-800 fax gateway with 4 incoming Intel Satisfaction Lines.

· Maintaining a new automated system (bulletin board) called PRION-LINK, which provides customers with a remote dial in facility to access price lists, technical information, driver information and the direct logging of technical calls with the Technical Response Center.

· Broadcasting a bulletin called “Tec-Talk” on a monthly basis to keep internal and external customers abreast of new technology.

· Maintaining and administering the Help Desk call tracking system database using Lotus Notes.

· Pre-Sales consulting for large RAID configuration proposals.

· Maintaining the Local Area Network.

· Servicing internal technical requests.

· Maintaining LAN user accounts and their PC’s.

· Setting up new clients on the Novell network and configuring new PC’s.

· Conducting product/PC training for new staff.

· Training new members of staff / temps.

· Liaising with the National IT Department regarding the WAN links via our router and bridge.

· Maintaining and logging changes to the patch panel and 36 port hub.

· Conducting on-site scanner and scanning software demonstrations for customers.

Date
:
Apr 1993 - May 1994

Employer
:
TriStar Computer Services

Position
:
BUSINESS SERVICES OPERATOR

Technical Summary:  


PC's, WINDOWS (3.1, 3.11), DOS 6.2, MS OFFICE SUITE, WP v5.0

As part of the highly versatile and flexible Business Services Department (formerly Human Resources), I was called upon to perform many different tasks as a part of my daily duties, due to my background in computing gained  from my university degree and time at the Australian Journalists Association, my  role was primarily that of a technical consultant for the Resume Writers in the department.

My chief responsibilities and duties performed in this role included:

· Acting as a first level help/support with the word processing package, other office software and computer equipment  used by the department.

· Assisting and co-ordinating directly with the IT department for computer maintenance, upgrades and installations required for the departments PC's.

· Providing assistance with technical terminology and references when required by the members of my department.

· Liaising with prospective candidates to verify technical details and specifications.

· Attending company held technical seminars for the Contractors and Permanant computing professionals.

· Designing the company databases for the technical seminars, and maintaining these databases when required.

When the office moved from using Word Perfect v5.0, to Word for Windows, I was also responsible for training the department in the migration of all the stored data across the applications, and trouble shooting when required.

My secondary role was to provide assistance within the department by taking up the overflow of work when required.  This involved:

· Conducting telephone reference checking on Candidates.

· Attending department meetings and taking minutes on a rotational basis.

· Manning the reception area when required.

· Typing Job Briefs and Tenders and resumes.

· Filing resumes and outgoing correspondence.

· Providing general administrative services to the rest of the company when required.

Date
:
Nov 1989 ‑ Apr 1993

Employer
:
The Australian Journalists Association

Position
:
OFFICE ADMINISTRATIVE ASSISTANT

Technical Summary:  


PC's, WINDOWS (3.1), MS DOS, WP v5.0, ACCOUNTING/MEMBERSHIP S/W

Whilst I was studying at Monash University for my Bachelor of Science (Computing) degree, I worked part time in the offices of the Australian Journalists Association, during the semesters and full time over the 4 months of each summer break.  It was during this time that I gained a valuable knowledge of their computer systems and the packages used.  

My computer related responsibilities and tasks for this position included: 

· General computer system maintenance - hardware and software.

· Liaising directly with the accounting /membership software manufacturers regarding upgrades and troubleshooting.

· Training existing and new staff in computer and software usage.

· Providing first level support for the systems and software.

· Running test/beta versions of their software and assessing each system.

· Implementing and maintaining a backup proceedure for the system.

· Providing consultation advice regarding the setup of a membership database.

· Providing consultation advice regarding the system requirements when the A.J.A merged with other unions to become the M.E.A.A.

Other duties involved:

· Controlling the Payroll Deductions section within the Membership Department.

· Liaising with Members to answer their queries. 

· General accounts duties, including banking and issuing cheques.

· Telephone/reception duties. 
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