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Personal Profile:

Career summary & Objective:

A detail-minded Librarian, committed to professionalism, combining strong interpersonal and communication skills with 12 years of experience, seeking to progress a career in the field of Library, where I can consistently contribute towards the business success of a reputed Institution.
Key Competencies:

· Maintained the cataloging and classification of Books and Thesis following universal rules, working on The Anglo American Cataloging Rules AACR2, The Subject Headings using:
 “Shaaban Khalifa” for the Arabic language, “Library of Congress” for the English language, The Dewey decimal classification and Cutter.

· Expertise in areas of PR Administration and report making.

· Knowledge of UAE Labour and Immigration Laws, procedures

· Ability and willingness to take and accept responsibility
· Ability to identify and set targets and thereby work independently to achieve desired outcomes
Professional Experience:
Position: Reference Technician, 2011 October –  till date at Zayed University Library
Key Responsibilities: 
· Teaching information literacy for the students.
· Check materials in and out for the users 
· Create RFID for the new Materials and fixing the Errors 
· Created and maintaining the libguide 

· Assist library Lesion for one of our colleges.

· Making tours for new hires and new students for our library

· Modifying the Bibliographic records for our books.

· Performs basic reference functions
· Assists users in finding materials and basic information
· Assists librarians with maintaining electronic resources

· Assists librarians in implementing the instructional modules and instructing users individually in the use of online catalog and online databases
· Performs bibliographic checking for selection and verification of citations
· Requests materials through Interlibrary loan and electronic document delivery and maintains accurate records of materials requested and received
· Participates in the development of the library web page
· Provides technical support to library users in the use of library computers and equipment
· Provides clerical and in-class support for the information literacy program
· Drafts various brochures, bookmarks and guides directed to the needs of different groups of users to explain reference and research tools
· Performs circulation functions
· Assists with maintaining library regulations and an appropriate library atmosphere
· Assures that public areas of the library are in order
· Assists with compiling supply orders
· Assists with collection development
· Provides service during evening and weekend hours
Paper work:

· Co-present a presentation titled “How may I help you? An exploration of dimensions within Arabic and North American cultures as they influence library interactions” in Croatia ECIL (European Conference on Information Literacy) 2014.

· Copy right law work shop at Zayed University 2013 

· Co-present a presentation titled “Partnering to Promote Leadership at All Levels” IRRT and ALA conference 2015 in San Francisco.
· Arabic Searching for Non-Arabic Speakers at Zayed University 2016
Employment History

Position held : cataloging Specialist at Bibliotheca Alexandrina (Alexandria – Egypt)  From 1/6/2004 to 1/8/2006

Main Responsibilities - 

· Original and copy cataloging for Arabic, English and French language materials.

· Original and copy cataloging for Thesis in Arabic, English and French materials.

· Maintained the cataloging and classification of Books and Thesis following universal rules, working on The Anglo American Cataloging Rules AACR2, The Subject Headings using:
 “Shaaban Khalifa” for the Arabic language, “Library of Congress” for the English language, The Dewey decimal classification and Cutter.

· Create and edit bibliographic records in the VTLS vitua and create and modifying records on OCLC website and OCLC connection. 

  Volunteer in Gift and Exchange Unit at Bibliotheca Alexandrina for three months

Job Profile: - 

· Dealing with donors receiving the donations 

· Examine the donations and data entry for the donor information and donation information in the database.

Position : Visa and Housing Assistant, 2009 July – 30th Septamber 2011 Zayed University
Key Responsibilities: 

· Handling all visa requests for the University employees and their families, focusing on those for newly hired employees Coordinate the visa for new  hires and renew the employee visa

· Handling Immigration Medical documentation and accompanies employees and their dependents for medicals at the Government Hospitals Translate from Arabic to English.

· Maintain all employee filling.

· Coordinate and pay Marhaba service for arriving new hires and their families 

· Ability to answer and support the employee for all their requirements and support HR team for any information for all the employees.

· Answers staff queries, advises them on University policies. Prepares No Objection certificates and Service Certificates.
· Coordinates directly with the Landlord regarding the renewal of Housing leasing contracts and other housing maintenance issues in absence of Visa and Housing Specialist.
· Maintains and updates employee Visa & Housing files; keeps Up dates all files and notes any changes to employee status, passport/visa info in file and on  Human Resources database.
Position: HR Executive Secretary, July 2007  till  June 2008
Company: Hastie International PTY Ltd is an Australian MNC with over 750 employees in UAE at its Engineering facility and over 7500 employees across the Globe. The company has presence in 6 countries. 
Responsibilities:

HR Administration:
· Manpower Planning - Advises the line managers on finalizing immediate and long-term staffing (labour) requirements in terms of numbers and skill levels.

· Updating the manpower chart on a monthly basis with the senior Management.
PR Administration
· Supervising and monitoring the Visa processing and other legal documents for Immigration

· Coordinating with PRO for Residence visa application.
· Forecasting of accommodation and amenities needs in comparison with the Manpower requirements.

· Arabic typing of documents. 

General Administration

· Ticket and hotel booking for Guest and clients

· Making PowerPoint presentations for CEO.

Reports and Reporting:

· Reporting to HR Head on PR issues.

· Generate  Recruitment status report on a weekly basis for the senior management

· Generate Visa status report on a weekly basis.

· Generate Nationality report on a yearly basis.

· Annual Leave/ Absence/ Sickness report.

Activities and Previous Employments held:
· Executive Secretary in Alsaeedi Advocates in Dubai From 1/10/2006 to 30/7/2007

· Incharge in Typing Office in Dubai From 1/9/2006 to 30/3/2007 

· Organized the conference of the libraries in the Arab Countries. From 1/5/2006 to 30/5/2006 as a Volunteer 
· Participating in Innovation teams for the University in 2015

Technical Skills:

· Windows and introduction.

· Word.

· Excel.

· Access.

· Power Point.

· ICDL 

· OCLC

· Mark21

Training:  

· Visit the Ottawa Public Library in Canada

·  Training in faculty of Engineering Library from 2/8/2003 to   11/9/2003 

· Volunteer  in Bibliotheca Alexandrina 3 Months
· Sweden Course about search engine
· Report writing
· Making a Bibliography
· Business writing Level 1 and 2
· Fundamentals of Human Resource (HR)
· Effective Communication in Difficult communication
· Supervisory skills
· Attending ALA conference in 2015
· How to be creative
· OCLC world share ILL : Borrower 
· Scholarship of teaching and learning Conference 2016
· Innovation Teaching Practice Program 2016
EDUCATIONAL HISTORY:

· Degree: Library& Information Science.       2004          Grade : Good+
· Alexandria University 
· Post Graduate in Library and Information Science from Alexandria University. 
· Innovation Teaching Practice Certificate Program 2016

LANGUAGES KNOWN:

· English

: Read, write & fluently speaking

· Arabic

: Read, write & fluently speaking

· French

: Read, write & speak

PERSONAL DETAILS:

· Nationality
: Egyptian
· Date of Birth
: 19th August 1982
· Visa Status
: Residency Visa
· Marital Status
: Married
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