Raziya R. Isayeva

Phone:
+ 994 12 429 4586 (home)


+ 994 50 3487568 (mobile)

E-mail: raziya_isayeva@yahoo.com 
	Education and Qualifications

	01/2012
	The School of Economics and Management 

	Khazar University

Baku, Azerbaijan

09/1999 – 2002

Khazar University

Baku, Azerbaijan

09/1995 – 07/1999

Khazar University

Baku, Azerbaijan


	PhD Student/Management 

The School of Economics and Management

General Management 

Master of Business Administration/Management

Received Diploma 


The School of Economics and Management

Bachelor of Business Administration Degree in International Economic Relations

Received Honor Diploma


	Teaching Experience

	2003- present 

Khazar University 

Baku, Azerbaijan 

	Instructor of the School of Economics and Management 

Courses: Human Resource Management, Organizational Behavior, Principles of Management, Business and Professional Communications     

Target Group: Graduate students 

Language: English


	Employment/Work Experience

	12/2010-present 

Khazar University 

Baku, Azerbaijan 

10/2007-12/2010
OSI/HESP

Center for Innovation 

In Education 

Baku, Azerbaijan 

10/2007-present

Baku, Azerbaijan 

03/2007- 09/2007
Nurgun Group of Companies 
Baku, Azerbaijan 

09/2005 – 03/2006
Azpetrol Ltd. 
Baku, Azerbaijan 

06/2005-09/2005 

Amorgo Management & Consulting 

Baku, Azerbaijan 

12/2004 – 06/2005

AZPETROL Ltd. 

Baku, Azerbaijan 
09/01 – 12/2004 
Khazar University

Baku, Azerbaijan
07/01 – 09/2001 

Khazar University

Baku, Azerbaijan

	Director of Development 

· Designs, implements and manages all fundraising activities including annual giving, endowment and capital campaigns, special projects, and other school-related solicitations. 

· Manages all strategies and activities for donor cultivation, solicitation, and relations. 

· Maintains contact with and develops grant proposals for foundations and corporations. 

· Develops and implements parent and class-based fundraising programs within the Annual Fund. 

· Develops a comprehensive planned-giving program as the need becomes appropriate. 

· Manages and maintains the alumni database. 

· Organizes and supports an alumni association. 

· Organizes alumni events, collects news and information about the members of the alumni for publication, and keeps accurate records of the school’s alumni. 

Country Coordinator/Academic Fellowship Project

· Communicate effectively with the Budapest head office and South Caucasus Region Manager on program strategy, financial, and reporting policies and obligations 

· Responsible for the implementation of all aspects of the program in Azerbaijan 

· Organize and supported fellow’s activities 

· Organize recruitment, interviewing, selection and placement for the Returning Scholars 

· Cooperate and actively participated in the regional projects and initiatives 

· Promote program with partner institutions 

· Responsible for effective university relations: coordinate and support the process of identifying target partner departments 

· Work closely with the regional office to accommodate local needs in the regional strategy 

· Carry out financial and program reporting. 

Conducted trainings on following topics

· Project Management organized by GIZ (trained more than 60 people from different businesses in Azerbaijan)

· Getting Ready for Employment  (trained more than 100 students of different universities in Baku)

· Life skills (refugee camps, trained more than 100 people)

· Strategy Development (school principals, trained more than 50 people)

Training Manager on Psychology and Management (Contracted)
· Developed and conducted trainings on 
Time Management

Customer Care 

Management 

HR Director

Reorganized and updated HR activities 
Deputy Director/HR and Administrative Services Department  

Achievements

· Developed an Employee Handbook 

· Developed job description questionnaire

· Processed job descriptions  

· Developed Performance Appraisal System 

Deputy Director/Human Resource Department 

Achievements

· Developed an Employee Handbook 

· Renewed Job Descriptions (developed job description questionnaire) 

· Developed Performance Appraisal System 

· Trained Secretaries 

Director of the Career Center 

Project: Development of Career Center at Khazar University funded by Eurasia Foundation, USA   

· built and maintained international relations 

· coordinated public relations 

· coordinated and developed fundraising issues 

· coordinated and developed student recruiting 

· coordinated and administered Scholarship Projects of BP 

· assisted the chancellor and the vice chancellor 

Assistant of the University Development Center 

· responsible for the conducting Student’s Poll at the end of each semester, performing data processing and analysis

· responsible for preparation of Graduation Ceremony book at the end of each semester
Assistant of the Career Center

Project: The Establishment of Student Services Centre at Khazar University

Funded by European Commission 

· organized meetings for students with different organizations operating in Baku

· conducted workshops on career related subjects: CV/Resume Writing, Reference Writing, Job Hunting, Going to Interviews, Filling in Application Forms

· organized career events for university students 

· consulted students on career and graduate studies related issues

	09/99 – 07/01

Khazar University

Baku, Azerbaijan


	Coordinator of The Women’s Studies Center 

· developed networks with local and foreign NGOs 

· provided translation services (book, agreements, proposals etc.)

· assisted to conduct workshops for members of the center

· provided interpreter services (meetings, presentations etc.)



	01/99 – 02/99

US Embassy

Baku, Azerbaijan


	Translator/Interpreter 

· provided translation services 

· provided interpreter services (meetings, presentations)
· performed data gathering and processing for reports


	Overseas Experience

	09/03 – 11/03 (3 months)
Southern Connecticut State University 

New-Haven, USA

01/03 – 01/03 (2 weeks)

Middlesex University

London, UK

10/01 – 11/01 (3 weeks)


Middlesex University

London, UK

11/00 – 12/00 (3 weeks)

Nottingham Trent University

Nottingham, UK
	Project: Promoting a New Economy: Enhancing Undergraduate Business Education in Azerbaijan granted by US State Department 

Training: Teacher Training 

Received Certificate  

Project: Student Support Services Development at Khazar University granted by European Commission.

Training: “Student Support Services”

Project: Student Support Services Development at Khazar University granted by European Commission.

Training: “Student Support Services” 

Training: “Understanding Quality”, “Communicating in Groups”, “Customer Services Workshops”, “Quality Assurance in Higher Education”

Achievements: Received Certificates



	06/00 (3 weeks) 

Sophia State University

Sozopol,  Bulgaria


	Workshop: “International Summer School in Applied Statsistics and Econometrics”

Training: Time Series Analysis and Forecasting: Application and Advances



	06/98 (1 week)

Tbilisi State University

Tbilisi, Republic of Georgia
	Workshop: “Leadership in Conflict Prevention and Management”

Training: Peacebuilding concepts and strategies, negotiation and mediation skills development

Achievements: Received Certificate

	05/97 (1 week)

Tbilisi State University

Tbilisi, Republic of Georgia
	Workshop: “Leadership in Conflict Prevention and Management”

Training: Peacebuilding concepts and strategies, negotiation and mediation skills development

Achievements: Received Certificate



	TRainings 

	06/2010

NEPC

Bazaleti, Georgia 

04/2007

Allianz Group 

Baku, Azerbaijan 

04/2007

MTC, 

dvv international

Baku, Azerbaijan  

09/99 – 10/99

Khazar University

Baku, Azerbaijan


	Summer School on Educational Leadership 

Achievement: Certificate 

Client Oriented Service 

Achievement: Certificate  

Effective Time Management 

Achievement: Certificate  

Project: “Translation and Book Development at Khazar University Press”

Granter: United States Information Agency

Training: Business in Publishing (Marketing and Accounting)



	04/99
(1 week)

Khazar University

Baku, Azerbaijan


	Project: “The Establishment of An Academic Quality Assurance Center at Khazar University”

Granter: TACIS Foundation
Training: Academic quality assurance processes, teaching and learning assessment in UK.



	Awards and Honors

	07/15/99

Khazar University

Baku, Azerbaijan
	Honor Diploma

This diploma is awarded to students with GPA higher than 80 out of 100



	Fall 1997 – Spring 1998

Khazar University

Baku, Azerbaijan
	Dean’s Honor List Student

This list is awarded to students with GPA higher than 85 out of 100



	
	

	Developed Skills

	Language Skills
	Azerbaijani - native
Russian - proficient

English – proficient 

Turkish- fluent
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