	( e-mail:

Thomas.323865@2freemail.com 
(Personal Details:

Date of Birth   : 17-01-1980
Gender
             : Male

Marital status  :  Married 
Nationality       : Indian 

( Linguistics :

· English                                       

· Tamil

(Interests and Hobbies:

· Playing Football

· Playing cricket

· Playing chess
 Driving Experience: 

Driving license No: Licensed to drive [with 10 years driving experience ]  
	Library Assistant 
[with 10 Years’ experience 
In Kodaikanal International (IB) school]                                    

Thomas 
Career Objective
           To apply my technical skills and knowledge to full use in the place of my work and to improve myself and the Organization through constant learning and hard work.

Responsibilities 
· Running the circulation desk using KOHA library system software 
· Data entry and cataloguing in KOHA library system and teaching new library assistants to use KOHA system.  

· Issue and receive textbooks at start and end of semester, communicate with the HOD’s and professional staff to meet 

· their needs.  

· Ordering library and text books, renewing the periodicals, journals and online resources every year.  

· Attending to student photocopying needs, basic copier maintenance and upkeep, ordering of cartridges and preparation 

· of photocopy bills.  

· Assist library users to locate materials, provide suggestions in a friendly and proactive manner. 

· Supervise student use of HS library and staying up to date with staff and student needs, improving the physical space as 

· well as library recourses.  

· Handling the communication with book providers, couriers, copy machine supplier etc.,  

· Doing the technical updates for the library website.  

· Running the High school library in the absence of a Head librarian and fulfilling all tasks.    

· Plenty of experience of working in groups has increased my capabilities of team work and has helped me develop 

excellent coordination skills.   
Software Skills

· Koha Library software (Koha version:16.05.00.000) 

· Office 2016
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Academic profile
	COURSE
	NAME OF THE 

INSTITUTION
	PERCENTAGE
	YEAR OF PASSING

	BLIs

Bachelor of library and information science
	Madurai Kamaraj University 

Madurai, Tamil Nadu, India
	58
	      2011



	B.com

Bachelor of commerce
	St. Joseph's College, Tiruchirappalli

(Bharathidasan University), 

Tamil Nadu, India
	54
	      2001


Key Skills.

I have been working as a library assistant at Kodaikanal International School for the past ten years. I take pride in running and developing the library and I feel the library greatly profits from my expertise and positive working morale. I enjoy working with the High school students and I am respected and appreciated by students, colleagues and my superiors.
Professional Experience:
____________________________________________________________________

Library Assistant

Kodaikanal international school Using Koha

Oct- 2006 - present 

             Koha administration/OPAC/Cataloging work
             Data entry, Cataloging (Koha, Follett library system)

 
Ordering New Text books and Library books

 
Journals order & Periodicals renewal every Year

 
Recommending electronic resources which are on a subscription basis must be done on

             the web Electronic Resources           

 
Personal purchases of books or other material which they intend to place in the Library. 

 
Book processing 

 
Periodical work

 
Text book Data entry (Koha library system)

 
Photocopy care taking (cleaning photocopier when needed.

 
Shelving books, Circulation of books, supervision of students[DDC]

 
Payment [library Finance & library Budget] Work

 
Handling library without Head Librarian

___________________________________________________________________

Store Keeper

Kodaikanal International School, Kodaikanal

Aug 2001-2006

 
Managed security and accountability of inventory

 
Carried out physical inventories and leads cycle counts

 
Evaluated corrects cycle count discrepancies

 
Drafted transactions for data entry and carried out basic clerical tasks

 
Supervised production rate and analyzed stock records

 
Monitored inventory levels and authorized to check inventory cycle counts

 
Enforced root cause problem solving and corrective action process

 
Evaluated stock items for surplus and suggested alternative stocking programs.

 
Managed transfer of inventory within the school warehouses

 
Assisted corporate team and handled inventory price changes

 
Coordinated with operations management and carried out inventory analysis

 
Aided development and enforcement of systems and coordinated in planning meetings
Company Details
       Currently working at Kodaikanal international school as HS-library In charge / Running High school library in the absence of a Head librarian. Jun 2006 to Present (10 year(s)
Referance


· Kodaikanal International school HR department.  
Declaration

          I hereby declare that the above particulars furnished by me are true to the best of my knowledge and belief. I assure you sir, if you given a chance to me, I will execute my work to the fullest satisfaction of my superiors.

 Place: Kodaikanal                                                                                          Yours Truly,
 Date:






                          (Thomas)                                                                                      
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