MONA CHANDAN

1399 Park Garden Lane (  Reston VA.( 20194 ( Tel: (703) 738 6446 / (703) 953 0311( Email: monachandan@yahoo.com
EDUCATION__________________________________________________________________________

Master of Library & Information Science              
The Catholic University of America, Washington DC, USA         2009
Bachelor of Business Economics (Honors)        
London Metropolitan University, London, England                      1992

TECHNOLOGY________________________________________________________________________

· Advanced user of Microsoft applications (e.g. Word, Excel, PowerPoint, Access, Visio, LOKI), 

· Library and Museum Software Solutions (Sirsi Dynix, KOHA, Past Perfect)

· Bibliographic, Cataloging Rules, Classifications and Databases (AACR2, MARC, OCLC, WorldCat, LCC, Dewey)

· Editing, Desktop Publishing, Web Design Software, Languages (Pagemaker, Photoshop, Dreamweaver, HTML))

· Video Editing Software (iMovie)

· Course Management Systems (Blackboard)

· Human Resource Management System (PeopleSoft)

· Medical Information database Systems (EMIS, PHIS)

LEADERSHIP & ACHIEVEMENTS_________________________________________________________

· Former Director of SLIS Alumni Relations at Catholic University. 

· Member of the American Library Association and Special Libraries Association.

· Successful at raising funds and saving money for two organizations.

· Successful at implementing and managing an in-house recruitment initiative.

EXPERIENCE_________________________________________________________________________

RESTON REGIONAL LIBRARY, Virginia USA

Information and Reference Services Librarian 

December 2010 – present
· Provide circulation, information, reference and research assistance to all library users.
GUNSTON HALL, Virginia USA

Assistant Librarian and Archivist 

September 2009 – November 2010 
· Assisted students, researchers and public with library collections, research materials, technology resources.
· Material inventory and project implementation of new online access catalog (KOHA).

· Original and copy cataloging. 

· Provided educational tours and exhibition of 17th and 18th century rare books and materials.

· Archival maintenance with conservation and preservation techniques to protect rare materials.

· Collection development recommendations for weeding or replacement of materials.  

SMITHSONIAN MUSEUM OF NATURAL HISTORY, Washington D.C., USA

Joseph Cullman Library – Rare Books Intern 

January – June 2009 
· Identified, retrieved, documented, preserved and shelved books deemed appropriate for transfer from the general collections to the Cullman Rare Book room.

· Processed the books in accordance with established procedures: cleaned the books in a manner appropriate to their condition, identified books in need of archival housing, recorded all relevant information in a preservation database and shelved them in accordance with the library organizational system.

THE CATHOLIC UNIVERSITY OF AMERICA, Washington D.C., USA
Computer Lab Assistant – School of Library and Information Science

September 2008 – June 2009
· Assisted and instructed students and faculty with troubleshooting computer and printer problems.
· Video-recorded colloquiums, presentations, and reference interviews.  
PROVINCIAL HEALTH SERVICES AUTHORITY (PHSA), Vancouver, CANADA
Human Resources Recruitment Associate

January 2006 – December 2006

· Developed, implemented, managed and assessed our temporary administrative placement service. 

· Selected, interviewed, tested, reference checked, hired and orientated personnel. 

· Conducted on-site and phone meetings with clients to determine operational needs and requirements.

· Followed up with clients and managers to determine suitability and performance of placed personnel.

· Tracked all budgets and expenditures and produced all metrics reports.
· Webmaster for all job postings on the PHSA website.
Human Resources Assistant (PHSA)


 April 2005 – December 2005

· Performed all administrative functions for the Recruitment department.

B.C. CENTRE FOR DISEASE CONTROL (BCCDC), Vancouver, CANADA

Executive Assistant to the Director of Epidemiology




July 2001 - March 2003

· Performed all executive and record management duties for the Director of Epidemiology.
· News media liaison when faced with communicable disease outbreaks.
Department Secretary (BCCDC)






        
June 2000 - July 2001

· Responsible for all secretarial duties for the Epidemiology department.

KALAHARI CONSERVATION SOCIETY, Gaborone, Botswana, AFRICA
Public Relations Manager







April 1997- March 2000

· Responsible for marketing, promotion policy and public image nationally and overseas.

· Managed and supervised a team of six to develop positive community relations.

· Liaised with existing and potential donors for fundraising initiatives.

· Designed, planned, prepared, coordinated and arranged all fundraising and promotional events.

· Prepared and managed budgets, produced reports and database management.

DIGITAL COMPUTER SERVICES, London, ENGLAND

Computer Contracts Coordinator


         

May – September 1996

· Responsible for all aspects of computer contract maintenance and administration.

BELMONT HEALTH CENTRE, London, ENGLAND

Medical Information Systems Trainer and Administrator


         

Nov 1992 – May 1996

· Trained and instructed staff in the use and function of the EMIS medical information system.

· Produced health statistic reports and developed reference materials and resource guides in medical practice.
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