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Personal overview
Certified expert in areas of HR, finance and administration, an entrepreneur, and PR with 7 years of work experience. Has excellent English speaking and writing skills and fully computer literate.  An all-round and efficient person which provides initiative, with proven ability for personal development, currently looking for a professional challenge with a reputable company.  
Professional experience 
AQUA NOVA, Accounting and Law Agency, GornjiMilanovac, Serbia

Sept 2008 – Nov 2015   Sector for accounting and law affairs







OFFICE AND ADMINISTRATION MANAGER, HR CONSULTANT
Supervising / administrative duties: 

· Organizing work of forty  employees  and client visits

· HR and Law advising on candidate selection according to clients’ needs

· Supervision and control of employees’ work correspondence and compliance with existing regulations

· Cooperation with banks and loan documents preparation 

· Preparation of closing (annual and semiannual) financial statements, with electronic signature data accuracy guarantee

· Implementation of labor law

· Whole range of accounting tasks: payroll, sick absences and severance pay calculations / employment and termination of employment / VAT and cost calculation / recording of import and export of services and goods

· Collaboration with foreign companies and participating in import of raw materials

Sales / account management duties: 

· Acquisition of new clients

· Direct sales of services
GREATEST ACHIEVEMENT
Directly contributed to triple number of clients since 2009. 

THE SAILOR’S WATCHES AND MORE, The first watch designed in SerbiaJun 2008-Nov 2015PR and Retail MANAGER with extensive experience in a television presentation, retail and customer relationship.

WIENER STADTISHE, Insurance Company, Belgrade, Serbia


             Sep 2008 – Dec 2008 Sector for Life Insurance 








SALES of all types of insurance

· Acquisition of new clients and managing existing ones

· Competition analysis
GREATEST ACHIEVEMENT
Closed over 50 contracts mostly life insurance within 2 months’ time.
TRANSPORTSPED AD, Belgrade, Serbia         




Feb 2008 – Aug 2008 The largest freight company in the country, official shipping partner for Dell, Siemens, Diesel, UPS etc.                  Sector for duty and administrative affairs
CUSTOMS AFFAIRS AND LOGISTICS OFFICER
· Day to day work with clients of different nationalities

· Seeking out new clients and maintaining relationships with existing ones

· Monitoring of customs related legislative, processing of documentation for customs clearance of goods

· Creating financial reports for the headquarters

· Managing purchase needs

· Collection of data and preparation of informational basis for functional insight of all customs costs

GREATEST ACHIEVEMENT
Served an internship, acquired initial work experience and learned a lot about the complex process of international transport and freight, as well as cooperation with foreign companies.  
Volunteer experience and other accomplishments 
NGO „EVOLVE“, Local Development association, Belgrade, Serbia   


          since Aug 2009 Non-political organization with goals to develop voluntary work as means to resolve urban challenges within local communities, and raising awareness of citizens about various issues of the community.
FOUNDER AND MANAGER OF LEGAL-FINANCE DEPARTMENT
· Raising funds for fulfilling organization’s goals, cooperating with domestic and foreign funds for financing, control of expenditures 

· Motivating of employees for team and community work 

WIZZ AIR COMPANY COMPETITION







    Jan 2012
AWARD WINNER
One of the five award winners for best written travel essays in English among tens of thousands of participants across Europe

Education
University of Kragujevac
· FACULTY OF LAW, University of Kragujevac





 2000 – 2006
BACHELOR’S DEGREE
Professional specialization and certificates
· HR Specialist Certificate Dubai: online certificate by bayt.com

· IT Academy, Department: IT marketing, 1-year specialization studies 
                                 Nov 2015
· Course on web-design 








     Dec 2013

Language and other skills

	· English – fluent in reading, writing and speaking

· Italian – good in reading, writing and speaking

· French – basic level of reading, writing and speaking

· Computer skills: MS Office, advanced knowledge of working with tables in excel / Dreamweaver for web design / social media for marketing



	Personal skills
Communicative – strong organizational, verbal and written communication skills developed during work in multidisciplinary teams

High cultural awareness and flexible – holds no prejudice on any basis, highly adaptable to new people and situations 

Independent in work and a trustworthy person – capable of working without supervision on highly responsible tasks 



Interests

Travel, tennis, gym, meeting different cultures
Recommendations
· LematexSport&Fashion DOO, recommendation by company owner Mrs. Mariangela Benvenuti

Other data

· Gender: Male

· Nationality: Serbian

· Date of birth:Aug 14th 1981.

· Address: Marina Str, Dubai, United Arab Emirates
· B category international driver’s license – active driver
