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Personal Profile Statement / Career Objective
I have enjoyed a long-running career in various libraries which has led to considerable experience and expertise in librarianship. I am a dependable individual who always strives for perfection in everything I do, including the preserving and maintenance of valuable books. My calm temperament and friendly demeanour has repeatedly made me the most eligible candidate for community projects. I am also able to multi-manage several projects at once. Ultimately, I believe that my natural flair for customer-service, along with my proficiency in handling both the technological and physical resources in libraries will make me a valuable employee for any library in the country.
Education

2012 to 2014MA English
Annamalai University

2010 to 2011
MLISC
Annamalai University
2009 to 2010
JDC
Trivandrum centre
 2008 to 2009
BLISC
Annamalai University

 1999 to 2002
BA English
Calicut University

Employment and Work Experience
Duration: Feb 2010 to March 2016



Position : Librarian 


Institution: 

Main duties performed:  

(Establish and implement library and information policies and procedures 
( Develop and manage convenient, accessible library and information services 
( Establish and manage the budget for library and information services, technology and media 
( Develop and manage cost-effective library and information services, technology and media 
( Order materials and maintain records for payment of invoices 
(Analyse and evaluate library and information services, technology and media service requirements 
( Prepare reports related to library and information services, technology and media services, resources and activities 
( Develop and maintain collections management policies and procedures 
( Perform original cataloguing and classification of print, audio-visual and electronic resources 
( Develop and maintain special indexing systems and files for special collections

Duration: 01st Nov 2009 to 04th April 2010




Position: Librarian


Institution: Bukhari English School
(CBSE Syllabus)

Main duties performed:

· Sorting and stacking books in the correct shelves

· Checking books out physically and stamping return dates

· Helping out in the library cafe occasionally, serving sandwiches and drinks to customers

· Assisting the visitors to the library with any enquiries they have, or if they can’t find a book

· Ordering books online from other libraries for library members.

· Maintaining general library cleanliness and orderliness

Duration:03rd Jan 2001 to 04th April 2006



Position:Secretary


Institution: The Motor Transport Coperative Society
Main duties performed:

· Arrange and give notice of meetings

· Prepare agendas and circulate papers to directors prior to meetings

· Take minutes of meetings

· Initiate and direct action in accordance with decisions

· Maintain procedural records

· Control the seal of the co-operative, if one is used

· Assist with or attend to signing of documents, in conjunction with a director

· Provide guidance to the directors concerning their duties and responsibilities as members of the board

· Carry out any specific duties set out in the co-operative’s rules

Technical Knowledge
· MS Office
· Library Software
· Tally
Skills
· 
The ability to be organised and methodical, something which is essential with the demands of everyday sorting and stacking in a library
· Excellent computer literacy-which is required in this newly electronic era of libraries

· Excellent Customer-Service Skills
Hobbies and Interests

· Reading Books
· Listening to Music

· Gardening

Personal Information

Nationality
: Indian

Date of Birth
: 05.02.1980

Marital Status
: Married

Gender

: Female

Languages
: English, Hindi, Malayalam

References
Will produce on request
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