CV – Dragana Vojvodić

Name:


Dragana Vojvodić

Date of Birth:

17th January 1977

Nationality:

Serbian




mobile:

+00381 65/6606586


e-mail: 

gagav5@yahoo.com 
draganav31@hotmail.com   

draganav31 skype 

Education and Qualifications:


2009

Master degree in Art – Czech language


2002 –2007
The Faculty of Philology of Belgrade University -

 the Czech language and literature


1990 – 1995    The High school of Economics of Belgrade




Subjects: accounting, computers, English language, 




typing etc.

Work experience:


2008 – Administrative Assistant in a company FMP-factory of metal products:



Duties:

-Handle calls and promptly forward them to appropriate person among 30 employees.

-Responsible for scheduling meetings for all employees, escort visitors to staff members’ offices, along with providing hospitality service arrangements as requested by staff.

- Compose and distribute inter-departmental memorandums (e-mail, documentary and voice) ensuring timely delivery and receipt of important information while at the time maintaining confidentiality.

- Establish and maintain electronic records management system for all incoming and outgoing correspondence.

- Organize, sort and assign mail distribution for all the employees.

- Provide administrative/ secretarial support for the department/ division such as answering telephones, assisting visitors, and resolving and referring a range of administrative problems and inquiries.

- Translate documents – mechanical engineering

- Sort, review, screen and distribute incoming and outgoing mail, prepare, compose and ensure timely responses to a variety of routine written inquiries.

- Printing, maintenance, and other services.

2005 –2007 secretary in a company “Monix”: 

- translations of legal documents

-Handle calls and promptly forward them to appropriate person

- Compose and distribute inter-departmental memorandums (e-mail, documentary and voice)

- Sort, review, screen and distribute incoming and outgoing mail, prepare, compose and ensure timely responses to a variety of routine written inquiries.

- Printing, maintenance, and other services.

2004 –2005 professor of English language in a language school “Butterfly”

2003 – 2004 secretary in a company “Paralax”

Additional knowledge and skills:

· Serbian language – mother tongue

· English language –fluent written and spoken- the second language at University; 

· Degree of the Association of scientific and professional translators of Serbia – English language: passed exams of mechanical engineering, law, civil engineering, electrical engineering, economics

· Russian language – middle level – the third language at University

· Planning and Scheduling

· Written communication

· Internet research

· Telephone reception

· ability to communicate effectively, both orally and in writing.

· Immense ability to schedule appointments and maintain calendars.

· Remarkable word processing and data entry skills.

· Excellent ability to make administrative/procedural decisions and judgments.

Computer knowledge:

· Word, Excel, Internet, Outlook Express

· Keen user of the Internet

