The HR Manager,
Subject: APPLICATION FOR THE POST OF ARCHIVE MANAGER
Dear Sir,

With due veneration, it is to say that I have come to know that a post of Archive Manager is lying vacant under your kind control. I hereby submit my application for consideration of said post.

As regard my qualifications, I got master/university degree in ‘Library and Information Science’.

I have more than seven years progressive post-qualification experience in library work in United Arab Emirates and Pakistan (in television media / academic acquisition, technical processing, automation and reference services) at Geo Television Network as a team leader since Feb. 2004, Quaid-e-Azam University Central Library, Islamabad Pakistan and Punjab Law & Commerce Colleges Library, Rawalpindi Pakistan. I have the honor to run the Quaid-e-Azam University Central Library independently as evening shift In-charge.

I have also the honor to standup the Libraries of two bureaus of Geo Television (Islamabad Bureau, production station and Dubai Bureau, Production plus Broadcasting station), now these ideas are implemented in all bureaus of the Network. I am managing and providing services to production as well as Broadcasting of 8 channels of the Network.

I have also on my credit the experience of working as honorary Research Associate with PhD scholars at Islamia University Bahawalpur Pakistan.

I have successfully completed many in-service training courses. Conferences/seminars/workshops have also enhanced my professional vision.

Please find herewith attached my detailed curriculum vitae for consideration. 

Yours sincerely,

(GHULAM MUSTAFA)

Cell: +971 50 -2948810
Cell: +92 300 5106557
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GHULAM MUSTAFa

p.o box
: 502170, International Media Corporation(Geo TV Network)

  Dubai, United Arab Emirates
CELL

: +971 50 2948810, Pak: 0092 300 5106557
E-mail

: gmmunir@gmail.com 

WEB PAGE
: http://www.geocities.com/ghulammustafach
	Objective

	
	To seek a challenging career as Media Librarian / Archivist / Librarian in an 

organization with strong commitment towards innovation, motivation and 

professional service.

	EDUCATION

	MLISc.
B. Com.

DIT
	2000                   Islamia University Bahawalpur, Punjab, Pakistan.

Masters in Library & Information Science
Area of Specialization: Reference services and computer applications in library & information services.

Masters Thesis Title: Comparative Study of LAMP & Inmagic Software 

(being used for library automation in Pakistani Colleges and University Libraries)
1997                   Islamia University Bahawalpur, Punjab, Pakistan.

Bachelor of Commerce

Major: Accounting
2001                   Petroman Computer Training Institute, Lahore, Pakistan.
Diploma in Information Technology

	Work experience

	In-Charge Archive

Department

(Associate Manager

Archives)

In-Charge Archive Department

(Sr. Archive Officer)

Assistant Manager IRC/Library

Librarian

Cataloguer / Classifier 

(In-Charge Evening Shift)

Library Automation Project
	Jul. 2005 - Present     

International Media Corporation (Geo TV Network), 

Dubai Media City, Dubai. United Arab Emirates.

Job responsibilities
· Responsible for overall management of 8 channel’s Library of Network at broadcasting station. Channels including News, Entertainment, Music and Sports.

· Maintaining database, preparing monthly reports and time to time on demand.
· Logging of News content and time to time managed to record important feeds of other news channels for reference purpose.

· Managing feeds of Reuters and APTN being received for News Channels.
· Providing prompt reference services.
· Managing International content of the Network.
· Documentation.
· Reporting to General Manager (Head of the Department).

· Standup Archive Department from boxes to proper managed Department. (sliding racks made and installed under my supervision, these ideas are now being implemented in other offices of the Network)
Feb. 2004 – Jun. 2005

Independent Media Corporation (Geo TV Network) Islamabad, Pakistan

Job responsibilities
· Managed content of the Bureau, reference services to News and Entertainment. Responsible for the storage and management of all content including emergency and standby material.
· Database maintenance.

· Documentation.
· Have honor to standup Archive Department from Box Archive to proper managed Department.
Feb. 2003 – Aug 2004.

Iqra University Islamabad, Pakistan

· Responsible for acquisition, classification, cataloguing, database maintenance and reference services to students and teachers while working for Pakistan’s top university in private sector.

Dec. 2001 – Oct. 2002
Punjab Group of Colleges Rawalpindi, Pakistan

· Responsible for management and supervision of Law, Commerce and college of Information Technology libraries as a chief librarian.

Mar. 2001 – Nov. 2001
Central Library, Quaid-e-Azam University Islamabad, Pakistan

· Gained experience of management of library administrative affairs during working at International standards public sector university of Pakistan.

Duties included
· Management of library administrative affairs as a shift in-charge.

· Reference services to the students of Masters, M.Phil & Ph.D. 

· Internet usage training to library staff.

Oct. 2001 – Dec. 2001

United Nations Common Library, Islamabad Pakistan
· Worked in a project of library automation of United Nations common library.
  

	Computer Skills / short courses / Seminar

	
	· Strong computer knowledge of library/media archives management and automation.

· Course on COBOL (Common Business Oriented Language) Programming Language from Islamia University Bahawalpur, Pakistan.
· Computer course certificate on Office Automation Software Tools from National Bank of Pakistan Computer Training Institute Bahawalpur, Pakistan.

· Computer course certificate on Computer Networking and Databases from National Bank of Pakistan Computer Training Institute Bahawalpur, Pakistan.

· One month training of "Spot Foreign Exchange Trading" from Pindex Investments Lahore, Pakistan.
· Participated in seminar on “Libraries in the 21st Century” organized by U.S. Embassy and National Library of Pakistan in Islamabad.

· Participated in workshop on “Basics of Internet Surfing” organized by Pakistan Library Association (PLA) Punjab Branch and Islamia University Bahawalpur.

	professional Skills

	
	· Highly skilled in television media management, visual support to productions, news, broadcasting and care & handling of archive material.
· Knowledge of LAMP (Library Automation and Management Program).

· Knowledge of AACR2 and DDC.

· Knowledge of Computerized Document Services/Integrated Set of Information System (CDS/ISIS).

· Knowledge of WINISIS
· Possess strong interpersonal and analytical skills.
· Experience of public relationing and public dealing.

· Knowledge of non-linear editing and camera work.

· Command over Punjabi, Urdu and English languages.

	professional AchievementS 

	
	· Have honor to run the Quaid-e-Azam University’s Central Library independently as evening shift in-charge. 

· Contributed to automate Quaid-e-Azam University’s Central Library.
· It’s on my credit the experience of working as honorary Research Associate with PhD scholars (Syed Abdur Rehman Bokhari, Assistant Professor in Library & Information Science and Mr. Muhammad Sarwar, Assistant Professor in Political Science) at Islamia University Bahawalpur, Pakistan.
· I have successfully completed internship programs at  Muslim Commercial Bank Ltd. after Diploma and Bachelors in Commerce. Where worked in public dealing, cash handling and accounts.

	Personal INformation

	
	· Father’s Name:        Muhammad Munir

· Date of Birth:         4th March 1976

· Passport #:             AA0871891

· Married

	References

	
	· M. Safeer Rana                 General Manager Archives

                                            Geo Television Network, Karachi, Pakistan

	
	                                              Cell: +92-301-8252032

                                              Office: +92-21-2213189

                                              safeer.rana@geo.tv
· Sheikh M. Hanif                http://www.geocities.com/sheikhmhanif
· Zafar Javed Naqvi             http://www.geocities.com/naqvizj
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