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Objective

To obtain a job that will develop me holistically.

Qualification

Passer of the Licensure Examination for Librarians 





Passer of the Licensure Examination for Teachers (Major in English)





Educational Background

Master in Library and Information Science

Baliuag University

2013

Bachelor of Secondary Education 




Major in Library and Information Science
Minor in English

Holy Angel University

2006

Work Experience

· Librarian

Mabalacat City College (2013 – 2014)
· Librarian

Holy Angel University (2009 – 2010)
Duties and Responsibilities

· Develop library policies and procedures.
· Evaluate materials to determine outdated or unused items to be discarded. 
· Develop information access aids such as indexes and annotated bibliographies, web pages, electronic pathfinders, and on-line tutorials. 
· Plan and deliver client-centered programs and services such as special services for corporate clients, storytelling for children, newsletters, or programs for special groups. 
· Compile lists of books, periodicals, articles, and audiovisual materials on particular subjects. 
· Arrange for interlibrary loans of materials not available in a particular library. 
· Assemble and arrange display materials. 
· Confer with teachers, parents, and community organizations to develop, plan, and conduct programs in reading, viewing and communication skills. 
· Explain use of library facilities, resources, equipment, and services, and provide information about library policies.
· Review and evaluate resource material, such as book reviews and catalogs, in order to select and order print, audiovisual, and electronic resources. 
· Code, classify, and catalog books, publications, films, audiovisual aids, and other library materials based on subject matter or standard library classification systems.
· Locate unusual or unique information in response to specific requests.
· Direct and train library staff in duties such as receiving, shelving, researching, cataloging, and equipment use. 
· Respond to customer complaints, taking action as necessary.
· Organize collections of books, publications, documents, audiovisual aids, and other reference materials for convenient access.
· English Teacher

Clark College of Science and Technology (2011 – 2013)
· English Teacher 

Asian Institute of Science and Technology
(2007 – 2008)


Duties and Responsibilities

· Assessing and continuously monitoring student progress.

· Planning, preparing and delivering lessons to classes.

· Encouraging students to actively participate throughout class.

· Using a modern and dynamic teaching approach which allows students to communicate easily using the English language.

· Researching and devising entertaining, amusing, interesting, creative, productive lessons for students.

· Teaching specialized English courses such as those which cater to the needs of business people and executives from all over the world.

· Teaching small groups or on a one-to-one basis.

· Assessing and recording pupils progress by setting and marking coursework and examinations.

· Participating in staff meetings and extra-curricular activities.

· Undertaking pastoral and supervisory duties.
· Customer Service Representative

Sutherland Global Services (2006 – 2007)
Duties and Responsibilities

· Answer calls and respond to emails.

· Handle customer inquiries both telephonically and by e-mail.

· Research required information using available resources.

· 
Manage and resolve customer complaints.

· 
Good data entry and typing skills.

· 
Knowledge of customer service principles and practices.

· 
Identify and escalate priority issues.

· 
Document all call information according to standard operating procedures.
