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 Dzemal Klepic 
information
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· GSM: +387 61 202 097

· Home phone number: +387 33 441 106

· E-mail address: dzemal.klepic@gmail.com
· Address: Talirovica 26, 71000 Sarajevo, Bosnia and Herzegovina

personal profile [image: image2]
Well-organized, reliable employee with extensive experience in working with customers, able to work efficiently in a fast-moving environment. Energetic, and committed to achieving corporate goals.

professional experience
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· February 2000 – present  Brititsh Embassy Sarajevo
Contact person: Ms Alma Kadunic, Head of commercial department (00387 33 282 200)

· Trade and Investment Assistant – Helping British businesses in BiH, promoting Business opportunities, undertake market research, respond to commercial enquires and assist the Director of Trade and Investment with economic reporting. 
· Advise and support British companies on business registration, market potentials, contact State Institutions, follow and report on legal development of focus sectors, sector reports, providing information to the companies on laws and legal development of certain issues.
· Office administration; visit programs and appointments support. 
· Websites: review and update Embassy and UK Trade and Investment commercial sites, and monitor donor agency sites for new project information and economic data. 
· Anglo Bosnian Business Forum (ABBF): organise meetings, Editor of the ABBF Magazine; liaison on promotion events. Maintain commercial and economic registry and library. Maintain commercial database, contact lists and chargeable service register.
education
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· 2008
Postgraduate Diploma in Islamic Banking and Insurance

Institute for Islamic Banking and Insurance, London, UK
·  2006

University of Sarajevo – Law Faculty 
Sarajevo, Bosnia and Herzegovina

training/courses

· October 2007

Supporting Trade Development, London, UKTI Training Department

· May 2007

Performance Management for Job Holders, Sarajevo, British Embassy 

· March 2007

Communication and Negotiation Skills, Regional Training Center (RTC), Prague

Introduction to Management Principles, RTC, Prague 

Enhancing personal effectiveness, RTC, Prague 

· February 2006

UKTI Refresher Training Course, Athens, British Embassy

· November 2005

Building Business relationship, Prague, UKTI Regional Training Center

Business Awareness, Prague, UKTI Regional Training Center

· March, 2005

Business Planning and Raising Capital, Sarajevo Graduate School of Business

· December 2002

Managing Customers, Zagreb, Regional Development Program FCO

Time Management, Zagreb, Regional Development Program FCO

languages
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· Bosnian -  mother tongue

· English – fluent

· Arabic – good knowledge of Arabic

key skills
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· Self-motivation, creativity and high competency

· Awareness of confidentiality and data protection issues 

· High competency and experience in Word, Excel, Access, PowerPoint, FrontPage, MS DOS, MS Windows 98/XP, System Utilities, Internet Applications, E-mailing, Adobe Photoshop, Corel Draw, Microsoft Publisher, Quark XPress and other smaller applications, hardware  assembling and network set up

· Competence in Microsoft Outlook for managing company e-mail and shared diaries 

articles published

· Islamic Banking – Definition, main contracts and example of UK 

Preporod, Islamic Informative Magazine No 13/831, July 2006

other skills
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· Since 2006, Member of Association of Young Interpreters and Translators of BiH
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