Curriculum Vitae

Personal Details:

Name:

Jasenka Ilijanic

Date of birth:
November 2, 1958

Address:
Mlinarska 49, Zagreb

Telephone:
++ 385 1 4677-859; mobile: ++385 98 335558

e-mail:

jilijanic@human-rights.hr


Education:

1981
B.A. University of Zagreb, Faculty of Economics

1982
Vodnikova Center for Foreign Languages Zagreb, German and English

1996
Basic UNHCR Financial and Control Concepts

2003
University of Cambridge, United Kingdom, BEC Vantage

2005
Sokrat, School for Foreign Languages, French

2005
RRIF Independent Implementation and Management of Bookkeeping, Accounting and Financial Affairs

Computer experience:
MS Word, MS Excel, FMIS (UNHCR Financial Software), Asset Management System (UNHCR Application for Asset Tracking developed in MS Access), WIPSS (Accounting program)

Work experience:

Sept 2004 Center for Human Rights 

Aug 2005
Position: Administrative-Finance Manager

· Prepared budgetary statements and implementation reports for donors 

· Prepared budgetary projections for the financial year 

· Ensured control of Office disbursements against approved budget to forecast possible over or under-expenditures and implemented possible revisions to the budget and/or reallocation of funds

· Formulated cash requirements according to the financial status

· Maintained accounting books and checked financial statements prior to submission to the Croatian authorities

Sep.2004-2005
Position: Administrative Assistant

· Initiated correspondence to verify data, answered queries and obtained additional information on various administrative issues


· Supervised the Centre regarding logistics, procurement and some financial issues on day-to-day basis

· Prepared detailed costs estimates and participate in budget analysis and projections on monthly and daily basis

· Arranged documentation needed by customs and other authorities or agents for the receipt/dispatch of the Centre goods

1993-March 2004-UNHCR

1995-2004
Position: Finance Assistant 

· maintenance of cashbooks, including control of disbursements and balancing of books and ledgers

· assisted officers in all aspects of account maintenance and administrative budget proposals by providing reports on financial status, understanding needs of the field offices, available resources and technical possibilities

· consolidated project expenditures of several locations to meet monitoring and control requirements and prepared financial data for budget estimates and planning

· ensured effective and financial control by monitoring level and use of funds and obligation level to ensure that overall expenditure would not exceed agreed upon budget levels

· financially reviewed implementing partners' accounts to ensure that funding is properly disbursed and justified, recorded in a manner consistent with UNHCR Guidelines, and Rules and Regulations of local authorities

· provided data and statistics of assets to assist management in the budgetary and procurement planning process, e.g. tracking assets, issuing, returning and disposing of assets, preparing data and documents for Local Asset Management Board and if needed for submission to Headquarters, follow up, for period of one year

1994-1995
Position: Senior Finance Clerk

· followed up administrative rules and regulations, briefed Field Offices on administrative instructions and provided administrative support

· assured accuracy of computation and completeness of financial documents and maintained continuing status of allotment against obligation

· liaised with bank to clarify questions pertaining to office bank accounts and transfer payments to creditors bank account

Aug 1993-1994 Position: Finance clerk

· prepared payment vouchers and assured invoices were correctly calculated and attached with supporting documents and authority, followed up suspense accounts and reconciled them of valid receipts and documents

1983-Jul.1993
Mladost d.o.o., Zagreb, (Publishing company)

Jan.-Jul. 1993
Position: Import Officer for Books and Periodicals
· organized import and distribution to sales network of books and periodicals, negotiating with suppliers about prices, terms of payment and delivery

1983-1993
Position: Planner Analyst

· analysis of balance sheet-comparison of current assets with current liabilities, fixed assets with long term liabilities to determine cause of difference between the two categories

· analysis of income statement-comparison of revenues, expenses and net income, analysis ratio of profit to sales, taxes to net income and preparing reports for management

· projected financial result and return on investment on basis of past results and agreed strategic, monitored progress of plan through indicators and prepared reports on its realization
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