                 Mr. Pavle Rastovic                                              

1.) Personal Information
   Full Name

 : Pavle Rastovic
   Date of Birth

 : 11 March 1986
   Place of Birth

 : Belgrade, Serbia
   Nationality

 : Serbian
   Postal Address

 : P.O. Box 70640

                                                                                 Sharjah,



  

                                                                                 United Arab Emirates
   Contact Details

 : +971(0)501706558



                                                      

                                                pavle.rastovic@hotmail.com
   Drivers Licence

 : International and UAE driving licence
   Visa Status 

 : Resident visa
2.) Introduction
An enthusiastic, self motivated, adaptable hard worker. Constantly looking to improve procedures / protocols to increase productivity and implement the efficient use of manpower / resources. Maintain a strong ethic in getting tasks completed safely, correctly and accurately in the minimum amount of time using the correct procedures and resources. Applying natural leadership, initiative, teamwork, pro-activeness and ambition to accept responsibility for all tasks presented.
3.) Professional Experience
Carrier Summary
2009-Present
ABC Surveys, Dubai, UAE



Administration/Office Manager 
· managing filing systems;

· developing and implementing new administrative systems, such as record management;

· recording office expenditure and managing the budget;

· organising the office layout and maintaining supplies of stationery and equipment;

· overseeing the recruitment of new staff;

· carrying out staff appraisals, managing performance and disciplining staff;

· delegating work to staff and managing their workload and output;

· promoting staff development and training;

· implementing and promoting equality and diversity policy;

· holding meetings with senior management to review performance;

· liaising with other administrative teams;

· writing reports for senior management, which may include reports on finances, staff performance, service development or an annual review;

· delivering presentations about the work of the office to senior management;

· responding to customer enquiries and complaints;

· reviewing and updating health and safety policies and ensuring they are observed;

2007-2009        Real Estate Company “KOMBIT” Belgrade, Serbia
                         Marketing and Event Coordinator
· Organizing in-store events working with the brands;

· Initiating PR exposure through various media;

· Organizing potential sponsorships;

· Organizing promotional campaigns;

· Evaluating continuously the efficiency and effectiveness of activities undertaken;
2006-2007        Vienna Insurance Group-Wiener Stadtishe, Belgrade


            Life Insurance Consultant - part time work
2005-2007        Real Estate Company “KOMBIT” Belgrade, Serbia
                        Tenant Coordinator 

· Ensuring that the tenant meets all contractual agreements to dates and submitting all the information the company requires so all documentation is up to date and legal dimensions taken care of;

· Coordinating costing and budget estimates with respect to modifications needed by tenants and collecting all documents relating to installation costs and recoverable amounts;

· Establishing and monitoring the installation programme, managing daily planning and execution and presenting weekly updates of the progress made, and  communicating any changes in project dates to the tenant, ensuring that the tenant trades on time and set deadlines are met;

· Responsible for all aspects relating to tenant site;

· Monitoring all technical information relevant to consultant, tenant and the company for a complete understanding between all concerned parties regarding different aspects of the project.

4.) Education

October 2009:     Megatrend University, Belgrade, Serbia, Europe

 

   Faculty of Business Studies
· Bachelor of Economic

· Major in International Business and Marketing
Jun 2005:            High School for Business and Management, Belgrade

                            Serbia, Europe

5.) Professional Institutions

· Member of European Committee of Young Economists
6.) Achievements
· KOMBIT Annual award for 2008   “Outstanding service award” 
· Founder and house committee chairman, Students marketing and event        organization
· Faculty representative, Faculty of Business Studies 2007-2008
· Team leader of Project Groups (Marketing & International Marketing), Faculty of Business Studies 2007-2009          

7.) Computer Skills
· MS Office (Microsoft Office Word, Microsoft Office PowerPoint, Microsoft Office Outlook, Microsoft Office Excel, Microsoft Office Access)
· European Computer Driving License (ECDL)
8.) Language Skills
· Fluent in English, Serbian, Croatian, working knowledge of German
9.) References

· Available upon request
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