June 27, 2025.        

Name:       Susan Daniel
Job Title:    Librarian  
Job summary with strong abilities: 
 Skills and Administration and Leadership responsibilities of Library Management and work experience in one of the Esteemed Colleges in Bangalore. for 20 years.
Key Responsibilities:   Main Librarian, Library Management

*  Oversee the daily operations of the college library, including 
        cataloguing, classifying, and managing library resources. 
*  Develop and implement library policies and procedures. 
*  Maintain an organized and accessible library collection, including
        books, periodicals, multimedia, and electronic resources. 
*  Plan and conduct library orientation and information literacy  
       programs for students and faculty.
*  Collaborate with faculty to support in procuring and acquisitions  
      and research needs.
*  Stay connected with current   new technologies and trends in     
      library science to improve library services, computerized and  
      digital resources, library management software. 
*   Manage library budgets and resources.  
*   Proficiency in library management software like 
      KOHA, NIRMALS SOFTWARE, EASYLIB LIBRARY SOFTWARE,
      Library Network, Digitization etc.
· Library code cataloguing/classification, data-entry, bar-code labels  
   Printing, books stacking, adding new books to the New Arrivals      
   shelf, maintaining journals/magazines e-journals etc.
· Maintaining Accession registers, Inventory/stock verification, documentations, email correspondence, etc.
· Provide assistance to students and faculty members in finding resources and materials, using library software database, retrieve books through Author, Title, Subject keywords or any word from the titles, physical library books and online resources.
· Managing enquiries at the counter and via email and telephone. 
· Managing and assisting staff at the Circulation desk by issuing/returning  books, (checkout, check- in and renewals) etc.,  Manage borrowing books, periodicals, journals, CD's and other
· Attend Faculty meetings/Library Committee meetings and other  
responsibilities.
*   Managing book order budget as allocated by the respective 
       subject departments.  Procurement of books from the vendors.  
       Prepare annual budget required for the library. 
*   Helping researchers to find resources from the library database 
      and access to online resources.  Manage library database and 
      generating reports utilizing library software. 
*  Manage Rare books, periodicals/journals, published materials, 
      important resources to be added to the library archives. 
*  Had experience in handling library with more than one lakh books  
      on three floors, computerized, more than 600 journals/Periodicals
*  Handling Archival collections, helping researchers from national 
     and international. 
· Was part of the well-known colleges in Bangalore – as a member of The Joint Library Committee.  ( 20 + colleges )

Work experience :
· Worked as Asst. Librarian for 15 years
· Worked as The Chief Librarian, and Head of Library Department for nearly 5 Years with managing library team in one of the well-known esteemed  colleges in Bangalore.
· Worked as the Librarian in  MNC, Bangalore, - 2yrs and 6 months.  until 30th April, 2025. 
· Had the opportunity to set up libraries at Bangalore and Hyderabad. 
Qualifications:
· Master  of Library and Information of Library Science and other Computer Skills, Library Software.  M. LISc. 
· Bachelor of Library and Information of Library Science 
 B. LISc. 
· B. A. 

Languages known:  
English, Kannada, Hindi, Telugu, Tamil. 
Necessary Certificates will be produced at the time of interview.

Susan Daniel
Phone: 9980852638
Email: susand24@yahoo.com
            sdanielrajkumar@gmail.com
Place:  Hennur, Bangalore. 
June 27, 2025. 








