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Objective

To Make optimum use of my skills and talents so as to enrich my personal / Professional life and enhance my work atmosphere.

Summary of Qualifications

Appeared for M.L.I.Sc. From IGNOU university.

B.L.I.Sc. from S.N.D.T Women University with Second class in November 2003.

Passed B.Com from Mumbai University with 57.28% in March 2002.

Passed HSC from Mumbai Board with 56% in the year March 1999.

Passed SSC from Mumbai Board with 43.86% in the year March 1997.

Total No of Experience

6 years & 10 months
Computer Skill

Software Experience:

Ms-Window, Ms-Word, Ms-Excel, Ms-PowerPoint, CD/ISIS Database, LIBSUIT Package, LIBSYS Package, Internet & Basic Tally.

Internship

During my course I had done internship in the following institution & College.

HDFC Pvt Ltd.

Work Done – Scanning, Indexing, Shelving, Evaluation of Websites, Circulation work & Cataloguing of Books and Journals.

Ruia College

Work Done – Cataloguing, Accessioning & Circulation.

Project

Successfully Completed Project in Bibliography

'Textile Chemical Effect on Human Health'

Work Experience

A) Worked As Librarian in "Singapore International School, Mumbai" From 26th November 07 to 30th September 2010.
Work Profile:

· Plans and directs cataloguing of new materials reclassification/ recataloguing, authority control, physical processing and creation of metadata records using appropriate standards.
· Prioritizes, plans and implements preservation projects.

· Selection and acquisition of library materials.

· Day to day library tasks such as: circulating library materials, processing of incoming materials.

· Guides students in doing researches and also helps students to develop project management skills.

· Be responsible for a wide range of academic library technical service duties, including managing, cataloguing and tracking serials in print and electronic formats and other serials tracking systems.

· Organizing Book Fair.

Work Experience

B) Worked as Assistant Librarian in CRISIL Pvt Ltd.

          From April 2007 to November 2007.

Work Profile

· Collecting Information for HR Department 

· Day to Day collecting News Articles from Print as well as E-print resources on CRISIL Company and competitor.

· Scanning of News Articles regarding CRISIL. And uploading it in Inbuilt Database.

· Providing latest news to the rating department regarding Economic and Finance.

· Indexing and Abstracting of the News Articles.
C) Worked as Assistant Librarian in "Podar International School" From 3rd October 05 to 20th January 07.

Work Profile

· Data entry of books, CD's and Journal in in-house package.

· Cataloguing entry of the books and CD.

· Shelving and attending circulation counter.

· Placing Order

D) Worked as Jr. Library Assistant in "S.N.D.T Women University" Churchgate From February 2005 – August 2005.

Work Profile

· Data Entry CD ISIS Package

· Cataloguing entry of the books

· Shelving and attending circulation counter.

· Journal acquisition, sending reminders for no receipt of issues.

· Cataloguing entry of the books in the in-house package.

· Retrieving information from the package for the students & the faculties according to there queries.
Work Experience
E) Worked as library Assistant in "Empire Institute of Learning" From the period of June 2003 to January 2005.
Work Profile

· Handling "Library Package"

· Selecting, Ordering, Cataloguing, Classification, Processing, Circulation of the Library Material with the assistant.

· Assisting user to search information using Data Base print resources or Internet.

· Preparing report & Statistic required by the Management, e.g., Library inventory record, quotation etc.

Achievement

· Secured 1st position in M.H.R.D in T.Y.B.Com (2001-2002).

· Secured 1st Position in Business Environment and Development in S.Y B.Com (2000-01).
Personal Details:-

Date of Birth

22nd January 1980.

Sex

Female

Marital Status

Married

Nationality

Indian.

Strengths

Ability to grasp new things quickly, friendly nature to undertake job given with sincerity, dedication and efficiency.

Language

 English, Hindi, Marathi and Malayalam.

Hobbies

Reading, Traveling, Accepting Challenges, Music...Etc.


	

	

	
	

	

	

	
	


