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Key Strengths


Library and Information Skills
· Tertiary qualification with a NZLS Certificate supported by extensive training in numerous library databases and computer systems.

· Familiarity with a wide range of databases including Dialog (classic and internet),Te Puna, Kinetica, OCLC, ERIC, Medline, CINAHL. 

· Aptitude for identifying the appropriate sources of information utilising both traditional and contemporary methods.

· Commitment to ensuring the timely provision of requested information for internal and external users including liason with other libraries to access information.

· Excellent organisational and time management skills with the ability to work effectively under pressure.

· Commitment to teamwork.

Technical Skills

· Confidence in the use of Microsoft Word and Word Perfect and  proficiency in email and the Internet.

· Competence in the use of library software packages. 

· Skill in using information technology as a means to gain access to a wide range of information.

Interpersonal Skills

· Excellent client focus, with a personal commitment to aiding customers to gain access to the information they require within their time constraints.

· Dedication to being a supportive team member; equal competence  operating in sole charge roles.

· Ability to relate well to a wide range of people, with a highly personable nature, excellent communication skills and a good sense of humour.

· Adaptability: accepts and manages change.

· Creative problem solving ability using lateral thinking and initiative. 

Employment History


July 1988- Present

Document Locating/Reference Librarian, 

Reference Service, Document Locating    

National Library of New Zealand

· Providing an effective and efficient reference, research and Inter Library Loan (national & international) service to clients.

· Performing advanced bibliographic verification on a range of requests using several online and hardcopy resources.

· Working on incoming International Inter Library Loan requests, verification and supply from National Library collections and other New Zealand libraries.

· Staffing of the Urgent Inter Library Loan service.

· Staffing User Guidance & Document Requesting desks as part of the National Library’s Reference Service.

· Familiarity with a range of genealogical resources.

· Maintaining an up to date knowledge of the reference tools available and using them with ease regardless of form.

· Using a wide range of information technology and keeping informed of developments in online sources to satisfy requests.

· Providing friendly and professional service to clients over the telephone and in person.

· Ensuring the timely provision of requested information for internal and external clients.

· Cooperating with other librarians to meet requests.

· Collating statistical data for Document Locating monthly reports.

· Supervising of library assistants.

· Deputising for Team Leader during periods of absence.

· Contributing to the formulation of library policies.

Specialist Duty

· Editing New Zealand Library Symbols Directory 1990-1999.

· Maintaining Library Symbols Database.

Highlights

· Consistently making material available to enable clients to reach their targets.

· Maintaining a heavy workload, with a notable increase in library usage and demand for material.

February 1985-July 1988

Library Assistant, Railways Library

New Zealand Railways Corporation

· Processing Inter Library Loan requests

· Managing serial subscriptions, including receipt and check in.

· Using online acquistion system for ordering monographs.

· Providing an SDI service for Railways staff.

· Answering enquiries over the phone and in person.






Education and Training


1988 
Certificate of Librarianship 


School of Library Studies, Wellington Teachers  College

 1985 
BA (History/American Studies)


University of Canterbury

Courses and Seminars Attended

· Dialog

· OCLC

· Te Puna Search 

· Word for Windows

· Client Focus 

· Communication and Assertiveness

· Managing Change

· Selection and Recruitment

· Stress Management

· Supervision Skills

· Time Management

· Bicultural Workshop

· Disaster Salvage Training

· First Aid Course and annual refresher 



Interests


· Volleyball

· Reading

· History

· Current Affairs


· Films

· Cooking

· Travel

Referees


Elaine Hall 

Consultant,

Professional library & information services

68 Rama Crescent, Khandallah 

Wellington, New Zealand

Ph: +64 4 479 6634 

Email: elainehnz@xtra.co.nz
Margaret Hurst

Team Leader, Document Locating

National Library of New Zealand

PO Box 1467

Wellington, New Zealand

Ph: +64 4 474 3000 Ext 8889

Email: margaret.hurst@natlib.govt.nz









