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CAREER OBJECTIVE
To be able to work with a progressive and competent firm that will utilize and develop my skills and abilities.
SKILLS

Excellent interpersonal and communication skills; knowledgeable in cataloging and classification, abstracting and indexing; capable of using computerized library systems and computer proficient especially in Windows environment (MS Word, MS Excel, and MS Power Point, Internet).

WORK EXPERIENCE
Librarian
International Institute for Technology & Management


Knowledge Village, Dubai,UAE


October 10, 2006 – present

· maintains proper classification of books and the other materials in the library and classify and catalog the new books..
· daily checking of borrowed books and other materials in the library to maintain the total number of books.

· ensures library rules and regulations are implemented for standard library procedures.

· keep in track of all the computers for student used in the library.
Chief Librarian
Pamantasan ng Montalban



Montalban, Rizal



March 2005 – September 2006
· maintains proper classification of books in the library.
· keeps track of all the borrowed materials in the library.
· ensures library rules and regulations are implemented for standard library procedures.
· complies with CHED, ALCU and TESDA requirements for standard library settings.
Instructor

Pamantasan ng Montalban


Montalban, Rizal


June 2006 – September 2006
· teaches the National Service Training Program (NSTP) as part of the curriculum in college.
Chief Librarian / 

Informatics International School

Services Officer

Recto Branch, Metro Manila




December 2003 - 2005
· acts as service officer in the morning. Classifies and files service documents and materials.
· receives and dispatches all incoming mail and memoranda.
· monitors office supplies and equipments to ensure its availability.
· protects and maintains master files of ITT and ITE courseware.
· acts as Librarian in the afternoon. Conducts EMIS Program back-up.
· maintains proper classification of books and other materials in the library.
· purchases library materials and subscription.
· implements library rules and regulations.
· prepares and complies with PAASCU accrediting body for private colleges and universities for a standard library in a computer college.
Barcoder /

Maynilad Water Services Incorporated
Coordinator

Tondo Branch, Metro Manila



November 2002 - October 2003
· processes and issues books for the water bill collector.
· monitors and updates the reports of the water bill collector.
· checks and balances the money from the collector and remits the money to the Maynilad Cashier.
Sales Representative
Informatics International School




Recto Branch, Metro Manila
January 1998 - March 1999
· monitors and follow-up all the possible clients and the returning students to enroll in Informatics.
· makes advertisements and go from place to place to encourage students to enroll in Informatics.
EDUCATIONAL BACKGROUND

Graduate Studies
Masters of Arts in Education in Library  and Information Science       
(MAED-LIS)  21 units

The National Teachers College
Quiapo, Metro Manila, Philippines
2005 up to present
Tertiary



Bachelor of Secondary Education Major in Library and Information Science

The National Teachers College

Quiapo, Metro Manila, Philippines
1999 - 2003

ORGANIZATIONS / AFFILIATIONS

Member



Philippine Librarian Association (PLAI)





2004 up to present
Member
Philippine Association of Academic and Research Libraries (PAARL)

2004 up to present
Board Member
Pamantasan ng Montalban Faculty and Staff Association

Pamantasan ng Montalban

2006 - 2007
NATIONAL EXAMINATION TAKEN


Eligibility


Licensure Examination for Librarians




Passed November 2004
