	Aleksandra Radovic-Reynolds
319 S. Kathleen Ave.
Milliken, CO  80543
(970) 231-5569
Aleksandra@adoptcoloradokids.org




	OBJECTIVE


A challenging position in a professional environment, with the opportunity for growth based upon performance.

	QUALIFICATIONS


· Strong organizational, planning & time management skills
· Excellent computer skills Microsoft Office, image editing software and content management systems
· Excellent leadership skills
· Detail oriented
· Excellent ability to adapt to difficult situations
· Ability to consistently contribute positively to a team environment
· Positive and easy going person;

	CAREER EXPERIENCE


Adopt Colorado Kids


 

Windsor, CO 


Non-Profit Project Coordinator Volunteer

September 2013 – Present
· Responsible for daily upkeep of web site, including updating profiles of children available for adoption, listings of venues and locations for Colorado Heart Gallery installations, keeping partner information up-to-date and responsibility for graphic design.
· Coordinating and cooperation with State of Colorado agencies to ensure that children information is always current and communicated through all available channels.
· Traveling to partner locations to install and take down the organizations main product, the Colorado Heart Gallery, a photo gallery of children available for adoption in Colorado.

· Meeting with photographers and videographers, as well as adoptable children to coordinate production of new profiles for the Colorado Heart Gallery

· Meeting with organization partners to implement new practices to improve effectiveness of the organization
Ris Sportnautik





Gradacac, BA
Marketing and Operations Manager

January 06 – February 2012
· Development and implementation of business plans for new products
· Responsible for defining marketing strategies for various segments of the company’s product line, research of competitive products and development of market entry strategies.
· Communicating with customers, providing information and answering questions regarding the company’s line of rigid inflatable boats and marine motors
· Training of new sales employees in the company’s rigid inflatable boat showroom

· General bookkeeping and payroll responsibilities

· Research and sourcing of industrial equipment and vehicles for use in the company’s production facilities

· Participation in meetings with clients and business partners

· Supervising production employees
Gard and Carolija Jewlery Boutiques



Brcko District, Zvornik, BA
Owner and Operator



January 04 – January 06

· Hiring and training of new employees
· Sourcing and purchasing of new material for production and operations

· Responsible for making all the jewelry offered for sale
· Ensuring that the shop looks clean, and that product displays in the show window are prepared attractively for customers

· Staying abreast of trends in style, colors and seasons and incorporating aspects into the product offer

· Plan and execute clearance sales to make room for new products and product lines

· Development and implementation of pricing strategies

· Defining long-term goals and ensuring short-term initiatives and strategies contribute in a positive way

· Producing sales and purchasing forecasts
· Planning and leading regularly help employee meetings.  Motivating, organizing and encouraging teamwork
Enzzo Wholesale Wharehouse


Brcko District, BA
Operations Associate



Sept. 03 – Sept. 04
· Responsible for customer sales and billing
· Communicating with customers, suppliers and transport companies
· Responding to customer communication via email and telephone as well as in person.
· Keeping stock control systems up to date and ensuring inventory accuracy

· Producing regular reports and statistics on a daily, weekly and monthly basis
· Regular communication and reporting to the Director

· Responsible for visual representation of warehouse and ensuring that new products are shown effectively to the customer

· Conducting periodic inventory and bookkeeping responsibilities
Iva Perfume Boutique




Zvornik, BA  



                                                                                                               Sales Associate





Aug. 01 – July 03
· Comprehensive interaction with customers in a sales capacity, with a strong emphasis on customer satisfaction

· Providing weekly reports to the stores owners
· Motivation and support of the employee team and organizing and holding regular team meetings

· Establishing sales goals and developing plans to achieve them

· Ensuring employees have an appropriate level of knowledge and information needed to achieve the company’s goal

· Customer service including handling returns and customer complaints in a proactive manner

· Ensuring stock control systems were up-to-date and inventory accounting accuracy

· Sourcing of products required for the store and coordinating delivery with transport companies

· Responsible for developing and setting up new sales displays in an attractive manner
	EDUCATION


May 2004 - 
College of Economics 

Zvornik, BA



Associate Degree (equivalent of) in Economics 


Course of study focused on business and economy
June 2000 – Zvornik High School 

Zvornik, BA
