[image: image12.png]>




Curriculum Vitae

[image: image13.png]



Curriculum Vitae
Sara 

	PERSONAL INFORMATION
	Sara 
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	sara.147850@2freemail.com 

	
	

	
	

	
	Sex Female
Date of birth 24.11.1989
Nationality Macedonian, Croatian

	             WORK EXPERIENCE

September 2016 –  May 2017 

   November 2015–Јune  2016 
   June 2015-September2015

June2011–October 2012


	Project supervisor - Archives clerk
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Khansaheb Lifestyle Division, Dubai, UAE
  Pre-opening team of the division
· Configuring operating systems , planning business requirements
· Planning human recourses, complex expenses, hardware and software necessities
· Establish connection with possible outsoaring contractors, maintenance teams, suppliers
· Planning, scheduling and coordinating meetings as a company representative
· Executing delegated tasks by divisional manager
· Devising documents, correspondence, quotations, LPOs, invoices
· Hosting induction and training for the newly hired team
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Boutique 1 , Dubai ,UAE
· Recruiting , screening and placing employees
· Planning ,directing and coordinating the administrative work
· Compiling and updating employees records
· Supporting HR daily activities and plan and host team buildings
· Implementing policies, procedures and executing them
· Being up to date with current boutique deals, promotions, sales
Front desk supervisor
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 Grosvenor House , Dubai ,UAE

· Greeting and assisting guests, making reservations
· Devising  daily  reports, financial reports, competitors analysis, inventory lists
· Operating  Respak  system, Micros and  Opera

· Cashiering  and closing procedures, end of day reports
· Advising  and  recommending  tourist attractions, hotel deals, amenities and outlets
· Supervising the SOP standards execution of the employees
· Daily briefing with the team members


	
	English teacher
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Letikom Plus – Private Language School , Skopje
· Planning ,preparing and execute a diverse programme for the students
· Preparing teaching materials accordingly for individuals and groups
· Helping students to improve in learning every aspect skills
· Checking and assessing students work, stimulate them with a reward system
· Identifying effective mentoring strategies to speed up the individual progress
· Reporting  and referencing on students sucess
· Attending meeting within the organization and host parents meeting
Guest services assistant [image: image6.png]



Carnival Cruise Lines , Caribbean, USA


· providing assistance and guidance for guests

· resolving  guest complaints and queries

· Promoting daily on-board activities, daily specials, special offers

· Promoting onshore activities, organized tours

· operating  reception desk to the acquired standards

· addressing any issues to sectors responsible



	
	Practitioner and Sales assistant[image: image7.png]



James Candy Company ,Wildwood, NJ, United States
· Stocking and storing goods

· Assisting customers, advising on product availability
· Placing orders, stock taking
· Processing cash and credit card payments
· Daily stationary and product checking’s
· All rounding through different stores, finance and purchasing department ,factory
English teacher
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Letikom Plus – Private Language School , Skopje
· Planning ,preparing and execute a diverse programmed for the students
· Preparing teaching materials accordingly for individuals and groups

· Helping students to improve in every learning aspect skills

	
	· Checking and assessing students work, stimulate them with a reward system
· Identifying effective mentoring strategies to speed up the individual progress
· Reporting and referencing on students success
· Attending meetings within the organization and host parents meetings




	        EDUCATION AND TRAINING
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	    September 2009 – June 2012
      February 2007


	English language and literature
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	 Kiril i Metodij University, Skopje

	
	· Sociolinguistics
· English language teaching

· Literary criticism and literary theory
Certificate in  Advanced English
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 University of Cambridge – ESOL Examinations

· Level C1- 7.00 IELTS


	


	Mother language/s
	Macedonian, Croatian

	
	

	Other languages and 

spoken fluency

	
	· English - proficient
· German – conversational 

· Spanish - conversational

	

	

	

	

	


	Communication skills
	  Excellent communication skills due to working in busy and dynamic  surroundings.

· Interpersonal communication skills gained  through working with different profiles of people
· Mastered high standards for customer service through working for foreign companies.
· Learned high tolerance attitude due to working with more than 100 different nationalities.
· Exceptional non-verbal communication skills learned on Personal management classes.


	Job-related skills
	· Ambitious and assertive as part of personal driving force.
· Cooperative and highly motivating in relation to colleges
· Effective in maintaining work surroundings as per standards
· Innovative and daring as part of personal traits and character.
· Success oriented and  persistent in accomplishing  desired goals


	Computer skills
	· Microsoft Office ( Word, Excel, Power Point, Outlook, Project Manager)
· Micros, Opera, Respak, PACT

· Photoscape, Picasa, Photoshop .( personal hobby and interest)


	  Other skills


	Professional Debater-Youth Educational  Forum- MOF
· President of the students association 2012

· Children’s Parliament activist

· School of arts and professional photography

· Literature and creative writing




	
	


   June 2014 – May 2015 






































 


  November 2013 –April 2014












































   June 2012 – July 2013 









































   September 2009 -  May 2012
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