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Belgrade, Yugoslavia                                                                          jelenaj79@yahoo.com
Career Profile

Enthusiastic and articulate translator and administrator with experience working for international organizations and companies. Professional approach to completing projects, meeting deadlines and creating efficiencies. Fluent in English, French and Serbian. Good computer skills.

Summary of skills

Translation

· Provided oral translation Serbian/English and Serbian/French for numerous groups and individuals in meetings and media interviews

· Translated letters, grant agreements and contracts and publications

· Prepared and translated summaries of world news

· Translated and prepared transcripts of videos

Administration

· Managed web based grant agreement database

· Maintained database of NGOs operating in Serbia

· Edited and formatted reports and grant agreements

· Maintained filing system for correspondence and documents

· Managed  and tracked outgoing international correspondence

Coordination

· Coordinated international film purchasing and distribution in local theatres

· Conducted negotiations with foreign film distribution companies or the purchase of film titles

· Coordinated the organization and set up of meetings with NGOs

Employment history

Head of Acquisition                                                                                                         2004-2007

Pro Vision distribution company

Interpreter

Private TV station Kanal D







    2003-2004
Administrative Assistant 

Creative Associates International Inc./USAID                                                          2001-2003

Journalist/Interpreter

Local TV station Studio B                                                                                                         2000

Education

B.A., French and Latin Language and Literature                                                      
Philological Faculty, University of Belgrade
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