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                                     Curriculum vitae                                                 
 Diana Mustafayeva

PERSONAL INFORMATION:
                   Date & Place of Birth:      28 January, 1987, Baku Azerbaijan
                   Marital status:                   Single
                     Tel.:                                     +99412 445 00 96
                     Mobile:                                +99450 643 49 70
                     E-mail:                                 diana.mstfa@gmail.com
EDUCATION:
1993-2002              School #139                               

2002-2005              Baku Computer College  
                                  Specialization: Programming Provision of the Automatic Systems and Computing                                                       

                                                           Equipments
COURSES:         
 2004                       ESPERANTO FOREIGN LANGUAGE COURSES 

                                   Certificate in recognition of successful completion of English language courses
 2016                       AMADEUS Course
CAREER SKILLS/ KNOWLEDGE:

· Excellent Organization and communication skills, Hardworkin, Positive attitude, Excellent team player
· Staff Supervision, Reporting 
· Business Development
· Computer proficiency- Data Entry, Word Processing
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SUMMARY OF SKILLS AND ABILITIES           

· Fluency in English, Russian and Azeri languages
· Good Computer skills (Fidelio, Micros, Amadeus, MS Office)
                             PROFESSIONAL EXPERIENCE:

2004 Fortuna Co.
Promoter
· Advertising and sale
· Providing customer with the required information about the production
2005-2007 The Crescent Beach Hotel & Leisure Resort 
REZAYAT PROJECTS Ltd.

                                 Accounting Assistant

· Preparing invoices
· Compiling reports
· Preparing and Checking bills
2007 - 2008              Ramada Baku Hotel

 
   Accounting Assistant
· Transmit credit and Food & Beverage batches to credit card companies for payment. Ensures proper transmittal of debit batches to credit card companies. 
·  Provide monthly financial and management reports 
· Responsible for the processing, recording, and billing of debts owed to the hotel.  
· Set up new accounts in accordance with policies and procedures.
· Process invoices for various property accounts including wholesale, group / convention, show ticket, city ledger, banquet / catering, Executive, temporary accounts and hotel skips
2008 - 2009                  Ramada Baku Hotel

                                   General Manager Assistant
· Supported manager in performing management functions such as staffing, training and expanding business plans
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· Documented and prepared reports on management and information systems; presented same to manager.

· Answer telephones, and direct calls efficiently or take accurate messages where appropriate

 2010 - 2016                 China Cargo terminal

                                        Accounting Assistant
· Prepare reports on accounts payable and accounts receivable
· Mail the invoices to the regarding clients.
· Preparing invoices  for payment.
 2016                                Franks International

                                         Accounting Administrator 

· Checking and preparing  invoices 
· Checking Delivery/ Receiving tickets
· Preparing revenue report  based on Equipments price greed
· Provide Expense reports to Chief-accountant
