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Adelina Tusku
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& adelina.tusku@smartprocesses.net

Sex: Female  Date of birth: 08-11-1986 Nationality: Albanian

Finance Administrator
Smart Processes LLC

Management of financial statements

Sales and acquisitions analysis

Prepares financial reports according to applicable legal acts and regulations
Monthly declarations to the tax Institution and the Labor Inspectorate
according to legal requirements

Prepare and manage mandatory VAT statements, annual balance sheets, etc.
Maintenance of staff payrolls and calculation of the variable component for
each employee each month;

Managing contracts with third parties of the company

Registration of accounting documentation (Invoice, Cash, Bank), as well as
their tracking Preparation of financial statements, financial and informational
reports

Finance and Procurement Expert
ICT Solutions

Executes processes, standards, and operational planning support of
Procurement goals, including RFPs, negotiations, cost accountability, and
program execution.

Approves and qualifies vendors to fulfill account needs. Responds to client
issues or problems.

Authorizes purchase orders and approves payments to ensure the
procurement process goes smoothly.

Analyses and reviews price proposals, financial reports, and other data and
information to provide input on reasonable prices.

Prepares and reviews request for proposals(RFP) and bid packages.
Analyses and monitors contract performance to ensure compliance with
contractual obligations.

Responsible for all aspects of the relationship with a specific supplier within
a commodity.

Directs and manages all schedules and purchase orders for the client account
or the product family.



§< Curriculum Vitae

e Management of financial statements; Sales and acquisitions analysis;

e Prepares financial reports according to applicable legal acts and regulations

e Maintenance of staff payrolls and calculation of the variable component for
each employee each month;

e Managing contracts with third parties of the company;

e Registration of accounting documentation (Invoice, Cash, Bank), as well as
tracking;

e Preparation of financial statements, financial and informational reports.

EDUCATION AND ||
TRAINING

2005 - 2009 Finance —Accounting
University of Tirana, Faculty of Economics

Integrated diploma of second level, old system4 years diploma equivalent by
law to Master of Science

PERSONAL SKILLS u
Mother tongue(s) Albanian
Other UNDERSTANDING SPEAKING WRITING
language(s) Listening Reading Spoken Spoken
interaction production
English Cl C1l Bl Bl Bl
Italian C1l C1l C1l C1l Bl
COMPUTER SKILLS [
e Windows

e Microsoft Office, E-mail
e Internet facilities
e Finance 5, etc.

Driving license Category B
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Project Name
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Period

“GIS database of Health Centers in Fier and Dibra district
(HAP project)” funding authority and end customer Terre des
Homme

e Process Analyst/Financier

Terre des Homme

2016
“Human Resources and Document Management System”
funding authority and end customer Terre des Homme

e Process Analyst/Financier

Terre des Homme

2016

“Implementation of the integrated One-Stop-Shop in
Municipality of Shkoder” funding authority Decentralization
and Local Development Programme - DLDP Helvetas Swiss-
Intercooperation in Albania

e Process Analyst/Financier

Decentralization and Local Development Programme -
DLDP Helvetas Swiss-Intercooperation in Albania

2015-2016

“Implementation of the integrated One-Stop-Shop” for
Municipality of Lezha” funding authority Decentralization
and Local Development Programme - DLDP Helvetas Swiss-
Intercooperation in Albania

e Process Analyst/Financier

Decentralization and Local Development Programme -
DLDP Helvetas Swiss-Intercooperation in Albania

2015-2016

“Implementation of the integrated One-Stop-Shop “ for
Municipality of Vau Dejes” funding authority
Decentralization and Local Development Programme -
DLDP Helvetas Swiss-Intercooperation in Albania

e Process Analyst/Financier

Decentralization and Local Development Programme -
DLDP Helvetas Swiss-Intercooperation in Albania

2016-2017
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“Implementation of the integrated One-Stop-Shop” for
Municipality of Mat” funding authority Decentralization and
Local Development Programme - DLDP Helvetas Swiss-
Intercooperation in Albania

e Process Analyst/Financier

Decentralization and Local Development Programme -
DLDP Helvetas Swiss-Intercooperation in Albania

2017-2018

“Design and implementation of Tax Administration System
“for Municipality of Shkodra®“ funding authority
Decentralization and Local Development Programme -
DLDP Helvetas Swiss-Intercooperation in Albania

e Process Analyst/Financier

Decentralization and Local Development Programme -
DLDP Helvetas Swiss-Intercooperation in Albania

2017

“Data base provision to produce reports from Ombudsman to
receive children’s claims” The People’s Advocate
Institution,funding authority Save the Children;

e Process Analyst/Financier

Save the Children

2017

“Database provision to produce reports from Ombudsman to
receive children’s claims” funding authority Save the
Children and end customer Ombudsman

e Process Analyst/Financier

Save the Children and end customer Ombudsman

2017

“Implementing Database of Social Services” for municipality
of Mat,Shkodra,Durres,Kavaja and Gjirokastra , funding
authority Save the Children

e Process Analyst/Financier

Save the Children
2017
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“Designing and establishing a comprehensive database
system for Children in Street Situation” funding authority
Save the Children;

e Process Analyst/Financier

Save the Children;

2017

“Design, develop and maintain an e-platform on framing
science in Albania’s historical context with domain
dosjet.gov.al” funding authority HELVETAS Swiss
Intercooperation SRB and end customer Dossier Authority

e Process Analyst/Financier

HELVETAS Swiss Intercooperation SRB and end customer
Dossier Authority
2018
“Implementation of the integrated One-Stop-Shop” for
Municipality of Klos” funding authority Decentralization and
Local Development Programme — DLDP Helvetas Swiss-
Intercooperation in Albania

e Process Analyst/Financier

DLDP Helvetas Swiss-Intercooperation in Albania

2017-2018

“Prepare training curricula for administrative procedures for
local government” funding authority Decentralization and
Local Development Programme - DLDP Helvetas Swiss-
Intercooperation in Albania and end customer Albanian
School of Public Administration - ASPA

e Process Analyst/Financier

Albanian School of Public Administration - ASPA

2018

“Creating a  National Register of Information
Requests”’funding authority OSFA;
e Process Analyst/Financier

OSFA
2018-2021
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“Design and implementation of Tax Administration System”
in Municipality of Librazhd
e Process Analyst/Financier

Municipality of Librazhd;

2018

“Design and implementation of Tax Administration System”
in Municipality of Finiq
e Process Analyst/Financier

Municipality of Finiq

2018

“Implementation of Smart Processes CRM for auditing and
certification companies” for ACM Cert Srl
e Process Analyst/Financier

ACM Cert Srl

2018

“Analysis and implementation of teaching load realization
report system “for University of Shkodra “Luigj Gurakuqi”
e Process Analyst/Financier

University of Shkodra “Luigj Gurakuqi”

2018

“Development and Implementation of Customer Service
Portals for Water Utilities-Specification of Customer Portal”
funding authority COMPOWER GmbH and end customer
Water and Sewage Enterprise Tirana

e Process Analyst/Financier

Water and Sewage Enterprise Tirana

2018

“Analysis and Implementation of Billing and payment
system” for Municipality of Finiq
e Process Analyst/Financier

Municipality of Finig
2019
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”Analysis and Implementation of Management of Assets
System” for Municipality of Finiq
e Process Analyst/Financier

Municipality of Finiq
2019

“Analysis and Implementation of Taxpayer Portal”for
Municipality of Finiq
e Process Analyst/Financier

Municipality of Finiq

2019
“Water Supply Billing System”, for Municipality of Finiq;
o Process Analyst/Financier

Municipality of Finiq

2019

“Implementing the Finance and Accounting program for the
Directorate of Financial Management and Economic
Development “funding authority GIZ ProSEED

e Process Analyst/Financier

GIZ ProSEED

2019- 2020

“Build an online data for children platform (UNICEF)”
funding authority UNICEF for end customer State Agency
for Child Rights and Protections (SACRP)

e Process Analyst/Financier

State Agency for Child Rights and Protections

2019-2020

“Analysis and implementation of Tax Administration
System” in Municipality of Vau Dejes
e Process Analyst/Financier

Municipality of Vau Dejes
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2020

“Service for conducting training sessions contributing to
mapping of schools in the framework of the project “Shkollat
pér Shéndetin”(training sessions)” funding authority Save
the Children;

e Process Analyst/Financier

Save the Children;

2020

“Conception and Quality Assurance of the ICT tools for the
needs of the project “Schools for Health” funding authority
Save the Children;

e Process Analyst/Financier

Save the Children

2020

“Implementing the IT Performance Module for Municipality
of Ura Vajgurore “
e Process Analyst/Financier

Municipality of Ura Vajgurore

2020

“Short-term vocational training through cooperation with
private  VET providers and companies to increase
employment chances of returnees and 19-34 years old in
Tirana Municipality” for GIZ programme ProSEED,

e Process Analyst/Financier

GIZ programme ProSEED,

2020

“Child safeguarding online training modules” for Save the
Children in Albania
e Process Analyst/Financier

Save the Children in Albania
2021
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“Designing and development of an interactive web
application and video- 'Safe Migration for Youth" for Save
the Children in Albania

Process Analyst/Financier

Save the Children in Albania

2021

“Technical support for the development of survey, design of
database” for Save the Children in Albania
e Process Analyst/Financier

Save the Children in Albania

2021

“Technical assistance in  Municipal  Performance
Monitoring” for Bashki té Forta — BTF, Helvetas Swiss-
Intercooperation in Albania

e Process Analyst/Financier

Helvetas Swiss-Intercooperation in Albania
2019-2022

“Management of Pre-School Education” for Bashki té Forta
— BTF, Helvetas Swiss-Intercooperation in Albania
o Process Analyst/Financier

Helvetas Swiss-Intercooperation in Albania

2019-2022

“Programme Migration for Development” for GIZ Albania
e Process Analyst/Financier

GIlZ Albania

2022

“School for Health” project for Save the Children in Albania
e Process Analyst/Financier

Save the Children in Albania
2020-ongoing
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"Digital Guide - an innovative platform for the promotion of
Gjirokastra Castle"for Ministry of Culture
e Process Analyst/Financier

Project Name

Project Position

Funding
Authority
Period 2022

Ministry of Culture

CERTIFICATIONS |
e Finance5
e Toic L&R

10



