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Qualifications Summary

Resourceful in adverse work environments. Knowledgeable with an enthusiastic approach to learning. Reliable when required to work independently but also a fervent supporter of team interaction. Focused and results-orientated in supporting complex, deadline-driven operations; able to identify goals and priorities and resolve issues in initial stages. Highly proficient in the use of Microsoft Office Suite, Lotus applications as well as possessing 10+ years’ experience in clerical work. Excellent verbal and written communication skills. Multi-lingual (English, Bosnian,French) with extensive travel and cross cultural experience. Strong instinctive principles to establish and maintain credibility within an organization with a focus on meeting and promoting a standard of excellence. 

Professional Skills
1. Project Control Specialist, Senior

2. Lead of Material’s Group (Project Control)

3. FSS (Federal Supply System) Field Buyer

4. Property, Inventory and Disposal control

5. Logistic Coordinator
6. Material Control Specialist

7. Accountant

8. Admin specialist/Mail Assistant/Claim Specialist
 Work history
2012-Present
Project Control Specialist, Senior I

“Fluor International”, Bagram, Afghanistan

· Part of the team running project of 216  MIL

· Forecasting Labor, Expenses (Materials, Equipment, Leased Vehicles etc) 

· Tracking movement of personnel (employment, demobilizations, transfers, promotions, demotions, etc)

· Tracking ongoing Construction work under the project (expenses of man power, materials, equipment, etc)

· Maximo, Matman, Quicbase and SAP software used on daily basis for project forecast and tracking

2011-2012
Lead of Material’s Group (Project Control)

“Fluor International”, Bagram, Afghanistan
· Leads and supervise group of 4 people at Project Control in Support Services of Material’s/Equipment forecast at FLUOR (LOGCAP).

· Cost Codes Revision at FLUOR software “MatMan”(Accounting Maintenance); control, tracking codes are correct.
· Organizes the departments and resources needed to develop proposal scope, schedule and cost estimates. Responsible for leading the effort to certify cost and pricing data.
· Develops curriculum and courseware and conducts cost system training for new employees requiring cost training under “Fluor” and Project Control‘s requirements. Mentors assigned personnel as a backup.-
· Maintains the cost system procedure and manual current with updated corporate bulletins, indirect rates and direct labor rates. Ensures system changes are documented and distributed to affected system contributors.
· Monitors changes to federal guidelines and coordinates changes with corporate management and the client.
· Ensures that all software templates are maintained with current indirect rates. Responsible for automated system definition, enhancements and maintenance. Develops improvements and enhancements with software estimating templates.-
· Prepares or assists in the preparation of project and discipline cost summaries.
· Assists in the preparation of the Basis of Estimate and in estimate reviews.
· Additional duties include: Trainings of “Fluor’s official software , MATMAN (Accounting Maintenance) and MAXIMO(Material Requisition Forms coding, tracking), pulling reports from SAP (ZFF2, ZH88, CJI3….).

2010-2011
FSS (Federal Supply System) Field Buyer

“Fluor” Company, Jalalabad, Afghanistan
· Assigned 6 (six) DODDAC’s  for ordering  MRFs (Material Requisition Form) through Procurement Workbench (MATMAN) and downloading from Maximo


· Daily  research of NSN (National Stock Numbers) received at “Fluor” Material’s System, through FEDLOG system, ordering supplies at SAMS-e Supply System. Tracking FSS orders using LIW and ILAP on daily basis
· Working closely with Expeditor’s Team in order to expedite urgent material.
· Manual and automated inputs, updates of ordered, received or cancelled parts by SSA
· Bi-monthly reconciliation for 6 (six) DODDACs with SSA. tracking document numbers and closing Materials DCR (Document Control Records)
· DCRs prepared on weekly basis for 6 (six) FOBs. Weekly DCR report for expeditors and upper management.

2010
Property Department (Transition Team)
· Responsible for the Property Close out for TO4 from FGG FLUOR to DynCorp International, maintaining high level communications thru the Client, DCMA and DynCorp during the whole transition. 

· Managed all high level reports thru FLUOR Management, Greenville support office and the DCMA for finalizing all pertaining information’s and close out documentation. 

· Closed out over 12 Million Dollars and over 9000 GP Items during transition for the South TO4 Close Out.

2009-2010
FSS (Federal Supply System)  Field Buyer
“Fluor” Company, Leatherneck, Afghanistan
· Responsible for two sites (DODAAC) ordering, receiving, processing and inputting the necessary data into SAMSE (Standard Army Maintenance System Enhance) and receiving daily status from SSA 
· Checking status of each item (expendable or non expendable), prices, availability in FEDLOG, Creating and updating weekly DCR report for upper Management
· Recording all documents number to MATMAN module, issuing PO for document control
· Making  manual  or automated request for SSA (Supply Support Activity)
· Initiating SAR (Supply Activities Requirements) from SAMSE system, indicating amount spent on a daily basis. Input receiving MROs receipts through SAMSE 

· Receive Recons from SSA twice a month and reconcile open documents from Fluor Document Control Register
2007-2009
Material Control Specialist/ Admin clerk/Accountant
D.O.O “Deplast”, Tuzla, Bosnia and Herzegovina
· Responsible for maintaining integrity of the master catalogue and creation of new stock codes.
 Duties include:
· Verify all Data input into Warehouse Stock Control Software Program. Compose Weekly & Monthly Reports as required. Assist with preparation of Min Max quantities in the inventory system. Monitor all goods movements including Transfers, Receipts and Issues.
 Stock check control by perpetual stock count.
· Compute, classify, and record numerical data to keep financial records complete. 
· Perform combination of routine calculating, posting, and verifying duties to obtain primary financial data for use in maintaining accounting records. 

· Check the accuracy of figures, calculations, and postings pertaining to business transactions recorded by other workers.

2005-2006

Receptionist

Jackson Hewitt, Tax Service, Williamsport, PA
· Meeting customers when they enter the office, direct them where to go for tax return (tax preparers)

· Answering questions about products and services, arranging appointments for customers, Issuing checks, verifying identity of customer

· Reviewing customer documentation they brought in for an appointment

· Providing status of customer’s tax return, Filing documentation given by tax preparer, Keeping office neat, office machines clean
2004
Admin Specialist
Kellog Brown & Root, Baghdad, Iraq

· Writing routine reports and correspondence .Performed numerical, statistical and/or financial analysis. Making databases of employees duties and ongoing tasks
1994-2003

Administrative Assistant
United Nations Protection Forces in Bosnia and Herzegovina (UNPROFOR)

United Nations Mission in Bosnia and Herzegovina (UNMIBH)
· Admin Specialist at the Property, Inventory and Disposal control.  In charge of data entry for UN properties (vehicles, generators, equipment, tools, etc). Using specialized database established by UN. Also, keeping track of ongoing, outstanding and completed work orders. Supervised approx 20 employees (electrician, generator mechanic, plumbers, cleaners, etc); I was assigning them their daily duties.

· Logistic coordinator: Order supplies; Issue supplies; Updating Inventory databases. Conducted periodic physical inventories of expendable and non-expendable items and updated inventory control database.
· Performing initial inventories and sign for equipment based on standardized supply regulations, policies, and procedures along with written and/or verbal instructions to establish and maintain 100% accountability of all assigned property.
· Utilizing Supply Catalogs, Technical Manuals, Hand Receipts Listings .Supervised and directed the daily activities personnel 
· Directed and performed a range of standard and non-standard clerical tasks.
 Preparing and submitting required forms to support the movement, storage, and property accountability  Managed data in support of property accountability 
Education and training

1988-1992 - High School (educational/cultural/English interpreter major)

1988-1992 - 2ND & 3rd Level of English Language course

1997-1998- Business School for Foreign trade of Faculty of Economics Tuzla, BIH
2009- IELTS (International English Language Testing System) Diploma, British Council, Belgrade
2009- TEF (Test d'Evaluation du Français)–International Diploma in French Language (Basic), Belgrade, Serbia
2008- 2009 - Certificate in Business Management (Link Group, Ltd) , Belgrade, Serbia

2008 -present- International Cambridge Diploma in Business Management, Belgrade, Serbia
2009-present- HRCI (Human Resource Certificate Institute), Belgrade, Serbia
2011- PE 100 Certificate, Project Execution Team Roles and Responsibilities, Fluor (IACET, Greenville, USA)
2011- PE 101 Certificate, Baseline Centric Execution, Fluor (Greenville, USA)

2012- PC110-Earned Value Management Certificate, Fluor (Greenville, USA)

2013-SAP BW/PMAR/PSR Training- Fluor Greenville, USA

2013-EAP(Employee Assistance Program) Certificates- 
Managing Workplace Conflict
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