CURRICULUM VITAE OF

D-O-B


:

25 February 1980

Nationality

:

South African

PERSONAL PROFILE

· Energetic and highly motivated;

· Good interpersonal, communication and leadership skills;

· Meticulous with attention to detail; and

· Values honesty, integrity and high standards

· Goal orientated
EDUCATIONAL HISTORY
Tertiary Education
Institution 


:
University of Johannesburg
Degree Obtained

:
Post Grad Diploma Information Management (Binf Hons) 
Year completed


:
2007

Major Courses


:
Information Issues in business






Information Management Strategies






Web & intranet Management






Information economy

University Attended

:
University of the North
Degree Obtained

:
Bachelor of Information Studies (B.INF)
Year completed


:
2001

Major courses


:
Library and Information Studies 





English & Afrikaans
 Institution


:
University of Pretoria (Via Palama)
Certificate


:
Finance for Non-financial Managers
Year Completed 

:
2012

Institution 


:
University of Johannesburg
Certificate


:
Knowledge Management short course

Year Completed

:
2011

Current Study



Advanced Project Management

Institution



Pro Active College

OTHER CERTIFICATES & TRAINING








· Government Induction Programme (Palama)
· Security clearance certificate (Nia)
· Information and Records Management Certificate (The Document Warehouse)
· Introduction to HTML (Bytes Technology Group)
· Inmagic DBTEXT Library module certificate (Mindex)
· Sabicat Basic Certificate (Sabinet Holdings)
· Winter School Tutor Certificate (University of the North)
· Class Representative Certificate (University of the North)
· Volleyball Level One Coaching Certificate (University of the North)
· Health & safety Rep Training (Haslec)
Secondary Education
Last School Attended

: Doasho High School (1992-1996)
Highest Standard Passed
: Grade 12 with Exemption
WORK EXPERIENCE
Name of Institution

:The Department of Trade & Industry
Position



: Information Specialist (Assistant Director)
Date



:01 July 2010 to date
DUTIES:

· Supervise Library/Knowledge Management Center staff.
· Electronic resources subscriptions

· Organize database presentations

· Providing a library information and enquiry service, providing training and advice on the use of electronic information services 

· Formulate and Review Knowledge Management Center policies

· Store relevant documents on documentum (EDMS)
· Conducting and embarking on information searches
· Ensure that KMC information on the intranet is always up to date
· Organizing presentations and demonstrations by all KMC service providers
· Co coordinating brown bag(Knowledge Sharing) sessions
· Provide knowledge, information and library service to both internal 
and external stakeholders using Interlibrary loans 
· Compile monthly usage statistics of all data-bases subscribed to

· Maintain the DTI collection using integrated library system Inmagic for Shelving, renewals, checking in & out, cataloguing & weeding
· Liaise with external service providers, colleagues, and other 
knowledge and information workers

· Market the dti Knowledge Management Centre

· Introducing new staff to the KMC services
· Collection evaluation, selection & development 
· Sending overdue notices

· Building networks with clients and other specialists in similar fields
· Cataloguing and Classification
Name of Institution

:
National Institute for Occupational Health
Position



: 
Librarian
Date



:
December 2001 – 30 June 2010
DUTIES

· Identifying, selecting, ordering, managing and disseminating both hard copy and electronic resources for the organization’s current and anticipated information needs 

· Classifying and storing information, usually using special computer applications, for easy access and retrieval; 
· Conducting online and internet searching and information retrieval in order both to answer queries and to provide a proactive dissemination service; 
· Providing a library information and enquiry service, providing training and advice on the use of electronic information services
· Processing and logging enquiries, providing reference assistance 

· Publicizing and marketing the service, internally and externally; 
· Involved with journal circulation and promotion of the Library services. Quality control of library database and optimal retrieval options 
· Carrying out current awareness or alerting services, which consist of the dissemination of information about additional resources, and also include a more comprehensive service on relevant topics. 
· Information dissemination via direct interaction with internal & external clients 

· Shelving and maintaining stock, Management and Maintenance of Library/knowledge Centre database, information portals and website sections 

· Processing book loans, locating items in catalogue and on shelves for patrons 
· Inter-library loans 
· Displaying new library collection 
Reason for Leaving: Career development
SKILLS & COMPETENCIES










· Proficiency in Microsoft applications and relevant information tools
· Strong verbal & communication skills

· Excellent cataloguing & classification skills

· Problem solving and conflict management skills

· High degree of client satisfaction

· Thorough understanding of library and information management systems

· Knowledge of various information legislation
· Practical knowledge of various databases and search engines 
ARCHIEVEMENTS











· Formulated the library policy at NIOH
· Formulated the operational guidelines of the KMC (Dti)
· Drafted the collection development policy(DTI)
· Introducing electronic journals(NIOH)
· Re-cataloguing the library(NIOH)
· Putting the library catalog on the intranet(DTI)
Professional Membership: 

· LIASA (Library and Information Association of South Africa) Member No: 5243
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