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WORKING EXPERIENCE

Sales Advisor

Jacky’s Electronics LLC.

Dubai 

May 2008 – Present

Duties and Responsibilities:
· Handling and lead the counter

· Receives and arranged stocks

· Assist and gives value added services to customers

· Handling customers query and complain

· Coordinates to the purchasers and superiors

· Promoting every changes to expand the sales



Librarian




Central Colleges of the Philippines

Philippines
April 2003 – Dec. 2007
Duties and Responsibilities: 

· Cataloging of books
· Indexing and abstracting periodical collections.

· Acquisition of books and periodical materials.

· Handle audio/visual materials.
· Conduct orientation and guidance to students and faculty in the use of library services, resources and information technologies.
· Promotes reading for educational and recreational purposes

· Provide current awareness of collections to faculty and students regularly.
· Provide reference and information services to library users.
· Conducts research for faculty in support to their teaching needs.
· Identifies, evaluates, and make recommendations for purchase of learning resources.
· Perform clerical duties such as preparing monthly reports for the School President and graphical and power point presentation.



Assistant Librarian (part-time) 
The Children’s Library (Special Library) 
Philippines
March 2001 - 2002
Duties and Responsibilities:
· Conducts children show such as story- telling, games, puppet show, etc.
· Creating 3D bulletin board for children’s every month
· Coordinates in every school to conduct library tour.
· Provides current awareness of collections to students regularly

· Assist Kids and students in using Audio and Video Materials.

· Maintain Library collection.



SKILLS


Proficient in oral and written communication, computer literate, assertive, goal oriented, flexible, systematic, energetic and excellent in interpersonal relations and can work under pressure.


EDUCATIONAL BACKGROUND

Bachelor in Library and Information Science

Polytechnic University of the Philippines

Sta. Mesa, Manila, Philippines



SEMINAR/WORKSHOP ATTENDED


“First Meeting of Philippine Experts in Cataloguing”


National Libray Auditorium, 


“Public Relations : the essence of quality library service”


Goodwill Bookstore, 


“Logistic Management”


National Libray Auditorium, 


“The Philippines Librarianship Act of 2003”


National Library Auditorium, 


“5s of Good Office Management”


Main Library, Central Colleges of the Philippines



PERSONAL BACKGROUND


Birth Date

:
April 13, 1982


Citizenship

:
Filipino 


Religion

:
Evangelical Christian


Languages

:
English
