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CURRICULUM VITAE
sa                                                
PROFESSIONAL QUALIFICATIONS
1. Master of Library & Information Science (M.LI.Sc) from Osmania University, Hyderabad, India 2004-2005.
2. Bachelor of Library & Information Science (B.LI.Sc) from Osmania University, Hyderabad, India 2003-2004
EDUCATIONAL QUALIFICATION
1. Bachelor of Public Relation (BPR) form Dr. B.R. Ambedkar Open University, Hyderabad, India 2006-2007
2. Bachelor of Education (Bed) From Osmania University, Hyderabad, India 2005-2006

3. Bachelor of Arts (B.A) From Osmania University, Hyderabad, India 1999-2001

COMPUTER SKILL
DBMS



: FoxPro, dBase, Reference Manager.
Word Processing


: MS-WORD, WS, and XP

Internet/ Intranet Development
: Web Designing, Information Processing and organization using   electronic 
                                                                  resources like (DIALOG, MEDLINE, and the   INTERNET)

Operating system 


:  DOS, MS-WINDOWS, LINUX

Net Working


: MS Windows, WINDOWS 2000 Server, Linux






: Knowledge of Hardware 
LIBRARY PACKAGES
Library Packages


CDS/ISIS,
                                                               WIN/ISIS,




NewGenLib (New Generation Library)



Unicorn Work Flow (Latest Version 2003) which are using highest Libraries in Saudi Arabia. Using in all Saudi Aramco Recreation Libraries and its very friendly user library package.

 Experience of working in LC Subject Heading, Classification Schemes like UDC, Cataloguing, AACRII and 
 MARC Format etc. Preparing Barcode, Making book Label/call numbers and Knowledge of Various library Packages.
INTERNATIONAL EXPERIENCE
Working as a Librarian in Saudi Aramco Recreation, Saudi Arabia, in the Department of Saudi Aramco Library & Information Center and learning Resource Center. It's a Recreation Library, collection having more then 22,000. We have different types of collection. Reference, Non-Fiction, Fiction, Biographies, Paper back books, Periodical Section, Special Children Library collection and multi media collection. From February 2007 on wards

Job Responsibilities: 

· Supervised a staff of ten assistants
· Managed all aspects of library operations
· Administered interlibrary loans (ILL) Interlibrary Loan Pilot Project with 16 Recreation Libraries over all in Saudi Arabia.
· Performed reference librarian and circulation duties
· Maintained electronic collection

· Give individual instruction on library resources as needed. Select materials appropriate for library acquisition, both reference and stacks in the subject areas of religion, folklore-customs, music-fine arts, philology, languages and literatures, and film.
· Meeting internal and external customer needs for the most current information available, in a timely manner
· Finding & downloading or scanning journal articles to email to customers
· Responsible for providing science education information, materials and services to a variety of library users from print, electronic, and other sources
· catalog and maintain the library's collection of science education resources as well as check-out, check-in and shelve books, videos, CD-ROMs and periodicals as part of the daily operation of the Library
· Process overdue notices weekly, keep track of people who are chronically late in returning materials to ensure that the integrity of the Library collection is maintained
· Maintained and organized library computer equipment and software   (Unicorn Work Flow New Version 2003)

· General office works such as filing, typing all section’s memos and statements.

· Preparing Weekly Attendance and Weekly Overtime Summaries for 
Production Management Section.

· Preparing Inter Office Corresponding letters to all patrons.                    

· Handling check in check out material issuing material circulation operation.

· In charge of children's room material order and handling to supervise to kids stories activities.

· Handling reference work collecting reference material in order to find. 

· We Helping internet user searching books and make inter library loan.

· Making library cards issuing all areas sending overdue notices. 

· We have operated self check services audiovisual materials. 

· Performs general office works such as filing, sending faxes, answering telephone, typing & preparing Inter Office Correspondence.

· Assisted in preparing library Weekly Highlights Report submitted by the library department.

· Assisted in preparation of Monthly Operation & Activities and Operations Schedule.

· Scanning of Operation/ Maintenance/Safety Procedures & Manuals to be link in Microsoft Word for editing.

· Distribution/dispatching of in-coming and out-going mails to the concerned department.

· Assisted all Technical Coordinator staff for the preparation and compilation of Summary Reports.
· Assisting patrons by photocopying articles, distributing articles and other information electronically
· Daily registration of in-coming and out-going mails through log book and computer.

· Supported children’s reading program by developing Web-based list of resources

· Planned and conducted children’s summer reading program under supervision of Children’s Librarian resulting in over 2,000 participants 

· Responsible in preparation of Daily and weekly Meeting Schedule to all concerned library staffs.

· Directed Children's Book Club program.
· Cataloguing and classification of stock on the Erudite program according to

       DDC library classification system and AACR II cataloguing rules 

· Compile and control library budget
· Provided direct reference assistance for library patrons
· Formalizing and documentation of library policies and procedures
· Performs all other work-related duties as required by Manager
PROFESSIONAL EXPERIENCE
1) Worked as a Librarian in ORACLE SOFTWARE INDIA LTD, INDIA DEVELOPMENT CENTRE, LIBRARY & INFORMATION CENTRE, at Hi-Tech City, in Hyderabad, Andhra Pradesh, India. From April 2006 – January 2007
2) Worked as a Library and Information Assistant in NISC (Nexus Information Services Corporation. Pvt. Ltd. Affiliated to: National Information Service Corporation, Baltimore, Maryland, USA) at Charlapally, in Hyderabad, Andhra Pradesh, India. From  December 2004 – March 2006
3) Worked as a Secondary Grade Teacher (Vidya Volunteer) in Z.P.H.S Secondary School at Nizamabad, India. I taught English and Social studies for Height School students. I got Best Teacher Award. From Jun 2002 – April 2003.
PERSONAL STRENGTHS

· Good academic record and analytical ability.

· Library science & Public Relation with strong career records (SAP Merit Scholarship award in BPR).

· Able to handle all IT background cases related to my profession.

· Skills in the intricacies of IT applications to library & information centre.

· Dedication, sincerity, innovation, teamwork capability.

· Leadership qualities & good interpersonal skills.

· Determination to unravel the secrets of that, which captures my interest.

· Urge and zeal to learn new things in library and information technology and adopt the same at work environment.

· Completion of tasks handled.
PERSONAL DETAILS
.
Date of Birth


: 07-07-1980
Nationality


: Indian

Marital Status


: Single

Sex



: Male

