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Name: 
Ana Komnenić
Date of birth: 
6th of January, 1981 
Address:                         Radnička 5a, 11030 Belgrade, Serbia
Contact details: 

Mobile number:   063 7761400        

Home: 
             2542935               

E-mail: 
    anakomnenic@gmail.com 

Full driving license.


Education: 

Master Studies
Postgraduate degree in Organizational Science, University of Belgrade (FON)
· Specializing in Public Relations and Marketing (2007 – 2009)
Bachelor of Arts
Major in Spanish Language & Hispanic Literatures, Minor in English language (Faculty of Philology) University of Belgrade 

· Teacher of Spanish language and Hispanic literatures (January, 2006). 

Work experience:

Translator for English and Spanish languages, working with translation agencies based in Belgrade.

· Extensive experience in translating with familiarity of legal, business, financial, pharmaceutical terminology 

· Trados, Google Translator Toolkit

· Establishing cooperation with international translations agencies, companies
· Identifying business opportunities/business development

· Designing promotional campaigns 

· Preparing proposals, determining terms and conditions of cooperation

· Communication with international agencies, coordination of projects; networking


Marketing/Communications Coordinator at Karanovic & Nikolic, regional law firm practising commercial law. Responsibilities: 
· Contributing and developing marketing/communications plan and strategies in all communication activities; coordination with regional offices
· In charge of event organization (independent or in association with different groups as the chambers of commerce, associations) promotions, book launches, workshops, sponsorship events; 

· preparing 6 months event planner, selecting locations

· preparing guest lists & invitations & other materials 

· inviting guests and media representatives

· Communication with advertising agencies, printers for the books, brochures, internal editions, invitations, gifts; making arrangements and setting up the deadlines

· Composing texts for presentations, proposals, invitations, announcements and updating the website (news, announcements, press release) with administration of the website, advanced knowledge in OCP platform; Google analytics – website monitoring

· Business development operations: identifying business opportunities, preparing references and bidding documentation (description of relevant projects, clients and capacities); translations of relevant experience/capacities; business strategies development and operations in coordination with other departments and employees

· Market research, client targeting in line with correspondent practice area (Corporate and M&A, Healthcare, Competition, Real Estate, Finance, Employment, Infrastructure & Energy, Environment, Dispute Resolution, Intellectual Property, Tax) and monitoring competitor activity 

· Regular reporting on project costs and status

· Editing Newsletters and mail outs; preparing of promotional emails and deliverability monitoring

· Responsible for the creation and update of internal communication system (intranet) through OCP platform

· Advertising opportunities and placing adverts in the publication

· gathering offers and receiving offers

· composing texts for advertisements in coordination with relevant departments 


Office manager/Administrative assistant at Karanovic & Nikolic Law Office    

· Performed all administrative tasks for the company

· Maintained company files, database, documents and various contractual and financial forms 

· Managed company's busy agenda, organized and coordinated meetings, briefings and trips

· Handled incoming phone calls and all client correspondence including faxes, mail and packages

· Ensured legal documents are processed and handled in a timely and efficient manner in order to comply with appropriate regulations and deadlines.


Teacher of Spanish language at Secondary School of Economics, Milutin Milankovic, Belgrade


Translator and Tour manager at Dance Council of Serbia & Montenegro, Correspondence department:
· Translating business correspondence from Serbian to English and / or  Spanish and vice-versa
· Work duties also entailed organisation of folklore festivals  (held in Spain and Greece)
IT Skills: 

Word, Power Point, Excel, Internet Explorer, Outlook Express, OCP – Omnicom’s Content Platform, Adobe Photoshop, Dreamweaver
Other diplomas & courses attended
· 2004, July, obtained the Spanish language proficiency diploma (Test de suficiencia) at

the University of Malaga, Spain
· 2007, September, course: Key Account Management, organized by Consul Team
· 2007, November, course: Website development and administration, organized by Omnicom

· 2011, March, course: Internet marketing development, organized by McCann Erickson
Foreign languages: 

         Serbian: Native language

         English:  Proficient
         Spanish: Proficient
         French:   Basic written and oral[image: image2.jpg]7
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2006 - 2007  





2005 - 2007





November 2006 – March 2007





March 2007 – April 2011
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