Georgina 
Fujairah, United Arab Emirates

Georgina.368756@2freemail.com 

Objective:

Looking for a work that capitalizes on people skills and experience and focuses on results and clients satisfaction
Academic Background: 


Obtained Bachelor of Library Science from Mindanao State University, Marawi City, 
Philippines in the year of 1997.

Work Experience:

January 2013 – March 20, 2017: Assistant Librarian


Thumbay Hospital Library


Fujairah, United Arab Emirates

· Responsible for the day to day management of the newly opened Hospital Library, specifically: 

· Manage the library as per the GMU Library Standard Operating Procedures

· Support library users’ needs regarding reference service, online catalogue 
searching, journal article service, etc.

· Assist in typing of Discharge Summaries, Medical Reports, Doctors’ Duty 
Rota, IPD and OPD feedback tally, and other secretarial-related paper works
October 2003 – December 2012: Secretary to the General Manager


Private Affairs Bureau

Fujairah, United Arab Emirates

· Assign to Manage and Organize the Home Office and Home of the General 
Manager
· Attend phone calls and receive facsimile
August 2002 – October 15, 2003: Instructional Media Center (IMC) Librarian


Liceo de Cagayan University Library


Cagayan de Oro City, Philippines
· Organize and manage non-print library materials

· Assist in catalog search using bibliophile and online catalogs

· Assist in the Readers’ Services

· Prepare monthly library users’ statistics


May 2, 2001 – July 31, 2002: Reserve & Engineering Librarian


Liceo de Cagayan University Library

· Plan and supervise the work of the Reserve & Engineering Section for 
effective services
· Provide assistance to the research needs of faculties and students

· Supply other pertinent materials when the desired books are not available 

· Prepare overdue notice for books kept beyond the loan period

· Inform faculties and students on the newly acquired books

· Prepare monthly users’ statistics

· Supervised six (6) Library Student Assistants


September 2000 – April 2001: Librarian

Colegio de San Benildo – De La Salle Supervised

Barra, Opol, Misamis Oriental, Philippines

· Plan the general program of the library in coordination with the academic 
department heads in their overall programs and activities

· Determine the needs for books, periodicals, equipment, and supplies for the 
current year, and coordinate with the Academic Dean in these matters

· Determine records, statistics and form requirements

· Review annual report of the library operations and make necessary 
recommendations for the improvement of the library

· Supervised one (1) Library Student Assistant

April 1998 – August 2000: Library Assistant


Iligan Medical Center College


Pala-o, Iligan City, Philippines

· Catalog & classify books and other library materials
· In-charge in updating, revising, correcting and reproduction of catalog cards

· Index periodicals and other serial publications
· Make check-in cards for every new arrival of serial publication and maintain 
proper listing of all serial/periodical publication may it be donated or prepaid 
subscription

· Initiate and maintain vertical files and newspapers clippings

· Provide efficient lending and returning of library materials to students, faculty 
and staff

· Provide answers to inquiries requiring specific answers

· Prepare summary for the collection of fines and turnover of funds every end 
of the month at the Accounting Office

· Prepare and provide statistics records on library users and materials use

· Prepare and provide bibliographic listing of materials for the following: 
Filipiana, General Reference/Circulation, Physical Therapy, Midwifery, and 
College of Business Arts & Education (CABE)
· Supervised four (4) Library Student Assistants
Seminars / Workshops Attended:


September 11, 2003
Echo-Seminar on Personality and Coping with Stress





Liceo de Cagayan University Library, Cagayan de Oro 




City

July 24-25, 2003

Seminar-Workshop on Human Resource Management 



in the Library





Cagayan de Oro College, Cagayan de Oro City

March 7, 2003
Seminar-Workshop on Knowledge Management and Information Retrieval: Some New Challenges


Liceo de Cagayan University, Cagayan de Oro City

August 6, 2002
Echo Seminar-Workshop on Developing Librarians as Information Managers in the 21st Century


Echo Seminar-Workshop on Enhancing Access to Information Through the Internet


Liceo de Cagayan University Library, Cagayan de Oro City

March 3, 2002
3rd General Assembly of the Mindanao Librarians and Libraries Association, Inc., (MINLA)


Searsolin Audio Visual Room, Cagayan de Oro City



October 15-17, 2001
Three (3) days Training on the Latest Edition of Three (3) Modules of Library Automation of Follet Software by the Electronic Information Solutions Inc.



Liceo de Cagayan University Library, Cagayan de Oro City

September 4-6, 2001
Echo Seminar on Enhancing Librarian’s Competencies


Liceo de Cagayan University Library, Cagayan de Oro City

February 3-5, 2000
Seminar-Workshop on Advances in the Organization and Management of Special Materials and Their Services in Libraries and Information Centers in the New Millennium


Ateneo de Zamboanga, Zamboanga City,
Skills: Computer Literate; Cataloging and Classification; Indexing; Typing/Encoding; Filing
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