CURRICULUM VITAE

SURNAME/FIRST NAME:

STEFANOVIĆ SLAVICA

GENDER:



FEMALE

DATE OF BIRTH:


21.01.1975.
NATIONALITY:



Serbian
ADDRESS:



Aleksinačkih rudara 75/46, N.Beograd

TELEPHONE:



063/359 053



E-MAIL:




slavicastef@hotmail.com
EDUCATION:



Faculty of Philology, University of Belgrade – 
MA in Serbian literature and language

High school Niko Rolović, Bar, Montenegro

Ministry of Public Administration and Local Self Goverment

CERTIFICATES:


State llicence exam
RELEVANT SEMINARS:
„The State Administration System“ (2007)
 Human Resources Management Service, Goverment of the Republic of Serbia

„Internal Organization of the State Administration Authorities“ (2007)
 HR Management Service, Goverment of the Republic of Serbia


„Identification and Project Proposal Drafting in Process of Programming of International Assistance“ (2008)

 HR Management Service, Goverment of the Republic of Serbia

„Openly about Corruption“ (2008)

HR Management Service, Goverment of the Republic of Serbia
WORK EXPERIENCE
Full-time jobs
Dates



March 2019 – present


Employer 


Translated S.R.L.
Position held


Montenegrin Language Lead for Airbnb project
Main activities and responsibilities

Final quality revision (2nd pass review)

Training and leading of qualified translators

Respond to language-specific questions from translators/reviewers, owning the locale and making linguistic decisions

Regular calls with Airbnb LMs and Language Ambassadors

Regular calls with Translated Project Managers
Regular review of the localized Airbnb web and mobile product and fixing linguistic bugs

Creating and updating reference material such as glossaries and style guide
Dates



June 2009 – present


Employer 


Continuum d.o.o.
Position held


Translator/reviewer (for Serbian and Montenegrin)
Main activities and responsibilities

Localization, linguistic editing and proofreading of software and technical projects such as: localization and proofing of operating systems, user interface and help files; localization and proofing of various online services and Web pages; localization and proofing of software for mobile platforms; translation and proofing of various user manuals; translation and proofing of various marketing materials; linguistic and terminology tasks; transcreation of marketing content

Dates



October 2007 – May 2009
Employer


The Recycling Agency, Republic of Serbia

Position held


PR Manager
Main activities 

and responsibilities

Cooperation with local and national media




Organizing PR events  
Preparing educational materials, organizing waste management and recycling training programs




Generating and implementing publicity campaigns
Dates



January 2005 - October 2007
Employer


Fizis d.o.o., Belgrade
Position held


Public relations/Marketing
Main activities
 and responsibilities
Generated positive media coverage, heightened market presence and produced increased revenues and profitability

Promoted awareness and maintained positive brand image of the company
Dates



February – October 2003

Employer


MBS-Tehno d.o.o., Belgrade, exclusive agent

 



for Hartmann AG-Germany 

Position held


Translator/Office Manager
Main activities 
and responsibilities
Handling all correspondence (in Serbian and English) and client contacts
Prepared presentations, monthly reports and various contractual and financial forms
Managed agendas, organized and coordinated meetings 
Dates



January – June 2002

Employer


Micro Finance (Pro Credit) bank

Position held


Bank receptionist
Main activities

and responsibilities
Acting as liaison between clients and bank personnel
Assisting foreign clients and translate interactions between bank personnel and the consumer.
High degree of customer services
Dates



February 1999 – January 2002
Employer
International Committee of the Red Cross, Geneva, delegation in Belgrade

Position held


Logistics assistant
Main activities
and responsibilities                     Providing support in accordance with logistics standards, ICRC rules, financial procedures and regulations

Assisiting head of department in the recruitment of consultants i.e. from bidding till final offer

Assisting the logistician in following up on supply requests, purchase orders, supplier files etc.    

Implementing financial and administrative procedures along with proper follow-ups

Handling confidential work and managing the office during the absence of the immediate Supervisor

Ensuring that the departments have their requests addressed within a reasonable timeframe, in accordance to ICRC procedures

Negotiating contractual matters with external interlocutors and assisting head of Logistics   as required
Part-time jobs
Dates



June 2005 – September 2007

Employer


Continuum d.o.o.

Position held


Translator/Proofreader 
Main activities 
Software localization (Microsoft Windows Vista, Microsoft Office, Microsoft Dynamics NAV)
 and responsibilities

Localization and linguistic editing of software and technical projects
Personal skills and competences



	Mother tongue(s)
	  Serbian, Montenegrin



	
	


	Other language(s)
	

	Self-assessment
	
	Understanding
	Speaking
	W r i t i n g

	European level (*)
	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	English
	
	C2 
	Proficient user 
	C2 
	Proficient user 
	C1 
	Proficient user 
	C1 
	Proficient user 
	C2 
	Proficient user 

	French
	
	A1 
	Basic user 
	B2 
	Independent user 
	A1 
	Basic user 
	B2 
	Basic user 
	B2 
	Independent user 

	Spanish

	
	A1 
	Basic user 
	A1 
	Basic user 
	A1 
	Basic User 
	A1 
	Basic user 
	A1 
	Basic user 


	Social skills and competences
	Good organizational skills

Team spirit

Work well under pressure
Excellent communication skills


Computer skills and
competences




High level of experience in Windows and Android environments, Microsoft Office

High level of experience in localization tools such as Microsoft Localization Studio (LocStudio, Helium), SDL Trados Studio, SDLX, MateCat, MemoQ, MemSource, Smartling, Idiom, SDL Passolo, Translation Workspace, Microsoft Leaf, Crowdin, Izumi, Across, Alchemy Catalyst, Wordfast
Driving licence:

B category
Hobbies and interests              Literature, poetry, photography, hiking
