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CAREER 


OBJECTIVES  

To secure a Challenging opportunity and obtain a challenging position within a supportive working environment where I can utilize my abilities, knowledge and skills to further benefit the organization’s productivity and increase opportunities for my personal growth.
 
SUMMAR
SUMMARY OF BASIC QUALIFICATION
· Qualified to carry self with the aura of professionalism, confidence, spirit and poise.

· Extremely motivated by strong commitment and love for work.

· Flexible and can stand under pressure.

· Friendly and cheerful.

             
EDUCATIONAL QUALIFICATIONS
 DEGREE:
BACHELOR OF ARTS - MAJOR IN LIBRARY SCIENCE



Saint Mary’s University, Nueva Vizcaya, PHILIPPINES 



Year Graduated
: May 1998



With 24 Units in Masters in Science in Library Science

ELIGIBILITIES 

· Licensure Examination for Librarians 
November 2000

Passed

· Licensure Examination for Teachers     
October 1998 

Passed

EMPLOYMENT HISTORY

Company:
International School of Choueifat



Dubai, U.A.E.

Start Date:
October 2007- At Present
Position:
ASSISTANT TEACHER
· Assist the teacher in the daily activities in the school.

· Assist the students in their daily routine in school

· Serves as spare teacher

· Conducting reading exams in the primary

· Serve as invigilator during exams

· Doing clerical works

Company:
Fuad Amoori/ Hamid Amoori



Ship Repair Spare Parts Supply L.L.C.



Hamriya Port, Hamriya Deira, Dubai, U.A.E.
Start Date:
August 2007- September 2007

Position:
SECRETARY/ RECEPTIONIST
· Independently manages the office front desk
· Welcomes visitors and attend to their queries
· Attends to general incoming calls and make outgoing calls as directed by the superior
· Maintains official and confidential files
· Prepares request letters
· Communicates with clients and suppliers
· And do other administrative function as needed.
Company:   
Northeastern College


Santiago City, Isabela, Philippines
Start Date: 
June 2003- July 2007

Position:
COLLEGE LIBRARIAN
· Supervises the operation of the Graduate/Law and College Libraries

· Ensures that institutional policies on book lending to clientele students are strictly observed

· Recommends policies to improve the various services of the Graduate/Law and College Libraries

· Prepares annual reports

· Access, classify newly purchased books

· Catalogued books

· Conducts orientation programs every semester

· Attends seminars/ trainings  

Company:
College of the Immaculate Conception

Start Date:
June 2000- June 2003
Position:
SCHOOL LIBRARIAN
· Manages the whole office of the Library

· Supervises my staff

· Doing clerical work ( access and classify newly purchased books, catalogued books

· Conducts orientation program every semester

· Prepares annual reports
· Attends seminars/ trainings
Company:
Northeastern College 
Santiago City, Isabela, Philippines
Start Date:
June 1998- June 2000

Position:
SECRETARY, OFFICE OF THE SCHOOL PRESIDENT
· Welcomes visitors and attend to their queries

· Attends to general incoming calls and make outgoing calls as directed by the president

· Doing clerical works like making annual report

· Takes down minutes of meeting

· Prepares and furnish memos to the employees

· In-charge in 201-files of the employees.

· Do other administrative function as needed.

SEMINARS/TRAININGS
TITLE:

National Conference on Mainstreaming Libraries, Librarians 

                   
And Information Professionals in Knowledge Societies

SPONSOR:  
Philippine Librarians Associations, Inc.

PLACE:         
Manila Hotel, Manila

DATE:            
November 21-23, 2006 

TITLE:           
Seminar workshop on Coping with Trends and Developments

                       In Librarianship: IT and Cataloging Aspects

SPONSOR:  
NVLAI and SMU with Philippine Librarians Association, Inc.

PLACE:         
Saint Mary’s University, Bayombong, Nueva Vizcaya

DATE:            
October 20-21, 2006                   

 

TITLE:           
Seminar Workshop on Preservation Management: Settling up a Preservation Program 
for Libraries and Archives

SPONSOR:  
The Society of Filipino Archivists, Inc

PLACE:         
Forrest Hills Village Resort, Subic Bay Freeport, Olongapo City, Zambales, Philippines

DATE:            
August 1-3, 2005

 

TITLE:         
Seminar-Workshop on the Use and Operation of ARALIN Computerized Cataloguing 
System

SPONSOR:  
University of La Salette Library Department

PLACE:         
University of La Salette, Santiago City, Philippines

DATE:            
October 21-23, 2005

 

 TITLE:          
Individual Research Capability Building : Toward the Promotion and Development of 
Research Culture in the Academe

SPONSOR:  
Northeastern College

PLACE:         
Northeastern College, Santiago City, Philippines

DATE:            
August 30-31, 2004

 

 TITLE:          
National Seminar Workshop on the Digital Initiatives in Library and Information 
Services

SPONSOR:  
Center for Human Research and Development Foundation Inc

PLACE:         
University of the Philippines, Diliman, Quezon, City Philippines

DATE:            
July 12-13, 2004

 

TITLE:           
National Seminar Workshop on AACR2R (2002 Revision): Recent Changes in 
Descriptive Cataloguing with Emphasis on Cartographic Materials (Maps), Electronic 
Resources (Computer Files), and Continuing Resources (Serials)

SPONSOR:  
Center for Human Research and Development Foundation Inc

PLACE:         
AKAP International, Baguio City, Philippines

DATE:            
December 8-9, 2003

 

TITLE:           
National Seminar-Workshop on the Power of Convergence: Reinventing Library and 
Information Management for 21st Century

SPONSORS: 
Professional Libraries Review Center and Association of Booksellers for the Academe 
and the Professions

PLACE:         
University of the Philippines, Quezon City, Philippines

DATE:            
July 14-15, 2003 

 
SPECIAL SKILLS
Proficient in Oral and Written Communication, Computer Literate using MS Word, Excel and other MS application with very good human relations skills.
PERSONAL DATA
Nationality

:
Filipino

Date of Birth

:
August 14, 1974

Place of Birth

:
Cordon, Isabela, Philippines
Height


:
5 ft. and 1 inch

