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Chattie 
Chattie.233302@2freemail.com  
Employment Visa :TRANSFERABLE : 

CAREER OBJECTIVE:
To be part of a prestigious institution that will provide an opportunity for me to practice my profession, to share my gained knowledge & experiences, and to continuously provide high class service through my acquired skills and knowledge thus contributing to the further development of this institution.

QUALIFICATION SUMMARY:

Bachelor of Science and Library Science Graduate

One Semester Masters Degree in Library and Information Science (MLIS)

Bachelor in Elementary Education-15 Units

· Proficient in MS Office (MS Word, MS Excel, MS PowerPoint).

· Excellent communication skills (oral and written)

· Customer service oriented, values time and focused on priorities.

· Proven record of reliability and responsibility
· Self-motivated, open minded and willing to work under pressure
· Competently and efficiently completes work at hand.
· Oriented to different library facilities and willing to attend seminars or undergo training to further enhance skills and gain more knowledge.



EDUCATIONAL ATTAINMENT:

TERTIARY LEVEL


Earning Units Bachelor in Elementary Educ.

2012-2013



North Eastern College






National Highway Villasis, Santiago City

2005-2006



Bachelor of Science in Library Science





University of La Salette






Dubinan East, Santiago City

SECONDARY LEVEL


University of La Salette High School

2001-2002



Malvar, Santiago City

PRIMARY LEVEL


Baluarte Elementary School

1997-1998



Zone 3 Baluarte, Santiago City




WORK RELATED EXPERIENCE:

Secretary and Receptionist cum Accountant

HAMDA ALFAHIM DESIGN STUDIO

Abu Dhabi, United Arab Emirates

May 2013- up to present
Employment Visa Expiration (TRANSFERABLE) : MAY 15, 2015
READY TO JOIN : JUNE 2015

Duties and Responsibilities:

· Performs various clerical tasks as required, including logging and routing incoming mail, typing, reception duties, and preparation of outgoing mail.
· answering calls and handling queries,
· Welcome the visitors and make them comfortable by offering refreshments.    

· managing and reviewing filing and office systems,
· typing documents, sourcing and ordering stationery and office equipment
· dealing with clients and different fabrics supplier
· prepare and verify daily reports
· Deposit all cash/check receipts 

· Prepares requests for payment and submits the same for approval
· Prepare staff monthly salaries

· Prepare daily incoming and out-going cash flows.

· perform other duties as assigned.
Assistant Teacher

SMART LANGUAGE INTITUTE
Ajman, UAE

October 2010 - July 2012


Duties and Responsibilities:

· activities for children, such as storytelling or art projects
· instruct and supervise children in their social and developmental activities.
· Help feed and change them, and generally provide one-on-one attention to a pupil when needed.
· preparing snacks, teaching children about numbers, colors ,, shapes and others.
· take on the role of the teacher when needed.
College Librarian
Cagayan Valley Computer and Info. Tech. College

Centro East, Santiago City

April 2008 - October 2010










Duties and Responsibilities:

· Manage the planning, administrative and budgetary functions of library and information services 
· Establish and implement library and information policies and procedures
· Establish and manage the budget for library and information services, technology and media
· Orients students on the proper use of library resources
· Provide effective access to library collections and resources
· Maintain the organization of library materials
· Train library users to effectively search the Library catalogue, Internet and other electronic resources
· Complete cataloguing records
· Ensure an accurate inventory of resources
· Assists library patrons in use of library materials.

· Maintain inventories, compile statistics and generate reports as required
· Order materials and maintain records for payment of invoices
· Perform other related duties
High School and Elementary Librarian

La Salette High School, San Mateo, Isabela

May 2006 - April 2007


Duties and Responsibilities:

· Establishes long range Library Collection Development Plan for the purpose of ensuring organizational objectives are achieved in the most efficient and timely manner

· Evaluates books and/or periodicals for retention within collection (e.g. repairing damaged books, recommending retirement of books and/or periodicals, etc.) for the purpose of ensuring an up-to-date library collection that meets patrons needs.
· Maintains library collection (books, periodicals, videos, etc.) (e.g. checking in/out, repairing, shelving, weeding, etc.) for the purpose of ensuring the availability of individual library books and materials.
· Maintains library in a neat and orderly fashion (e.g. preparing bulletin boards/displays, dusting, sanitizing, arranging, etc.) for the purpose of ensuring an environment conducive to learning.
· Orients students, parents, volunteers, staff for the purpose of educating them on the proper use of the library resources (e.g. classification system, computerized card catalog, care of materials, etc.).
· Responds to inquiries of students, staff, parents (e.g. availability of books, finding appropriate reference documents, status of overdue fines, etc.) for the purpose of providing information .




University of La Salette Affiliating School

I served as a student Elementary Librarian in Childs Learning Center, University of La Salette College and Northeastern College, Santiago City.



SEMINARS ATTENDED:

April 4, 2009



Media Awareness and Services and Basic Information






On Library Automation






Univ. Of La Salette, Dubinan East, Santiago 
City

September 3-4, 2009


IFLA-FAIFE Internet Manifesto





Saint Mary’s Univ., Bayombong, Nueva Vizcaya






Lilia Echiverri






President of the Philippines Library Assoc, Inc

January 29-30, 2009


Seminar-workshop on Indexing, Abstracting and Cataloging






Univ. of La Salette, Dubinan East Santiago City


PERSONAL INFORMATION:

Age


:
29

Birth Date

:
October 26, 1985

Civil Status

:
Married
Nationality

:
Filipino

Height


:
5’4

Weight


:
65kls

Can speak in 

:
English, Tagalog, and Ilocano




