SNEZANA DJORDJEVIC
        28 Conestoga Dr. 

         Bethel Park, PA 15102

(412) 596 8868
       nssdjordjevic@yahoo.com
QUALIFICATIONS

· Fluent in Serbian, Croatian and Bosnian languages, familiar with Macedonian and Slovenian
· Practice in Serbian, Croatian and Bosnian languages teaching
· Experienced in translating letters and documents, as well as in medical, and social interpretation
· Trained in highly focused coursework regarding environmental exposure processes, pathways and impact of the environment on human health
· Twelve years of experience in agricultural engineering including recommending and supervising practical pesticide applications for farms, parks, preserves and greenhouses 
· Ten years of accounting experience
EDUCATION/TRAINING

Certificate in Environmental Health Risk Assessment Program

2009, University of Pittsburgh, Graduate School of Public Health, Pittsburgh, PA 
Horticulture Technology                                

2006, Community College of Allegheny County                                                                

B.S., Agriculture Engineering 

1991, University of Belgrade, Belgrade, Serbia                                                                                         
B.S., Degree in Agricultural Engineering specializing in agricultural chemistry and plant diseases
SPECIAL SKILLS
· Proficient in Word, Excel, Power Point, Explorer
· Strong organizational skills to maintain multi-tasks
· High attention to details
WORK EXPERIENCE
US Translation Company, UT                                   August 2017-present
Freelance Translator

· Translation services for websites and documents

CyraCom-Tuscon, AZ                                                July 2013-August 2017
Freelance Interpreter 

· Medical and business over the phone interpreting

Echo International-Pittsburgh, PA                          December 2009- present

Freelance Interpreter and Translator
· Interpret meetings between non-speaking English patients and doctors
· Interpreting services to clients in a variety of business settings 
· Court interpreting

· Taught Serbian language to adult on a one to one basis
· Translation of study materials

Highmark Inc-Pittsburgh, PA                                 October 2016-present

Enrollment & Billing Representative

· Posting the premium payments to the source system

· Maintaining unapplied cash items

· Davis Vision membership/enrolment updates

· Send, open and distribute all mail on a daily basis 
Oil &Vinegar-Bethel Park, PA                                 August 2014-May 2015
Shift Leader
· Direct other employees through daily routines

· Customer service
Pittsburgh Cut Flower-Pittsburgh, PA                     June 2013-August 2014
Billing Specialist

· Billing and sending out invoices
· Directing calls and customer support
Mt. Lebanon School District-Pittsburgh, PA           January 2012-December 2012

Foreign Language Instructor                     

· Taught a group of adult students how to read, write and speak in  Serbian, Croatian and Bosnian language
· Focused on vocabulary, culture, and conversation

· Translation of study material
Cardello Electric Supply-Pittsburgh, PA
               February 2012-June 2013
Accounting Clerk
· Reviewed and set invoices up for payment
· Data enter invoices and reconciliation of payments
· Assisted in month end closing
National Real Estate Info Services – Pittsburgh, PA October 2010- July 2011
Administrative Assistant

· Produced daily production reports and distribute internally to ensure consistent information is utilized for planning purpose
Phipps Conservatory - Pittsburgh, PA                       May 2007 to September 2008
Weekend grower                                                             
· Care and maintenance of plants for various Phipps exhibits

· Participated in horticulture educational classes
AgroARM - Smederevo, Serbia                        
    February 1996 to February 2004                                                                                                                                                                                                        
Sales Engineer                                   
                                                                                                                     
· Advised customers about appropriate chemicals for plant protection including helping to develop treatment plans

· Identified diseases, pests and weeds based on plant samples provided by customers

