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Nedim 
Bosnia and Herzegovina
PERSONAL SUMMARY
Experienced Document Controller with extensive knowledge in filing, archiving and electronic data management systems. Maintaining, Creating, reviewing confidential documents in strict compliance with legal policies, procedures and regulations. Organizing and retrieving electronic and non-electronic records. Ability to work within a large group made up of individuals from diverse cultural, social, economic differences.
PROFESSIONAL EXPIRIENCE

JULY 2011 – DECEMBER 2014
Document Control Specialist, Kandahar, Afghanistan 
· Ensuring contractual documents are accurate, properly recorded, reviewed and submitted to appropriate recipients following USG and Legal requirements. Federal Acquisition Regulations (FAR), Defense Federal Acquisition Regulations Supplement (DFARs) knowledge. Maintaining Contractual guidelines between departments to ensure proper delivery to the customer. Ability to obtain and maintain US security clearance at proper level.

· Maintaining Contractual Documents Status Report (CDS Report) daily through monitoring, checking, reading, understanding all United States Government (USG) Contractual documents (including communication and cooperation with other departments).
· Working on the AFGDC Mailbox reviewing several types of Contractual Documents and Project Data to identify errors and alerting users of errors. Accurately distributing Change Orders ,Project Planning Requests, Letters of Technical Direction, Project Planning Estimates (PPE),KONs( Kick of Notice),QA/QC Reports, Deliverables
· Auditing in PCMv13/PCMv14 for several modules and sending corrections to team members.
· Providing documents for different research requests from internal and external sources.
· Proficient in accessing information stored in large data systems – Share Drive, Share Point and Primavera Oracle version 12 .version 13 and version 14.
· Recommends creation, modification, deletion and publication of policies and Standard Operating Procedures (SOP) to management..
· Categorizes records and stores them in alphabetic or numerical sequence or a combination of both (Archiving)
2008-2010: 
OMEGA doo, Tuzla, Bosnia and HerzegovinaTitle: Sales Team Manager
· Responsible for all services, including Public Relations, Customer Service, and Warehouse Inventory and Supply Management.
· Compiled information and prepared weekly reports. 
· Handled confidential corporate and employee information on a daily basis.
· Reviewed for accuracy and tracked all material requisitions, employee records holidays and benefits, timesheets and payroll processing.
· Ensured all Requirements were accomplished and submitted periodic reports to the Director.
· Managing in administration of client/customer needs and development of new business.
· Stream-lined work processes to meet identified needs.
· Managed all business correspondence, business schedules and personal business.

· Responsible for obtaining profitable results through the sales team by developing the team through motivation, counseling, skills development and product knowledge development

· Responsible for managing the sales team, developing a business plan covering sales, revenue, and expense controls, meeting agreed targets.

EDUCATION

· Medical High School, Tuzla Bosnia (graduated)2004

· Faculty of Law, University of Sarajevo (completed)2011

COMPUTER PROFICIENCY
· Microsoft Office Package (Word, Excel, Access, Outlook, Power Point, Microsoft Exchange) SharePoint, Primavera Contract Management, Oracle applications, OnBase, Adobe Premiere, Adobe Pro, Java.
SKILLS
· Good knowledge of English language, written and spoken.

· Poses a valid driving license 
· Leadership: Providing operational, administrative, leadership and interpersonal skills. Working and negotiating with all management levels to ensure all tasks and projects are completed on time and within USG and company legal guidelines. Leading and training large teams of employees within a high-energy environment. 

· Additional Strengths: Organizing, prioritizing, multitasking, and meeting deadlines while paying close attention to detail under stressful conditions. Troubleshooting, analyzing, and resolving problems. 

REFERENCES   – Available on request.
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