Lara SAYEGH
Address: Hazmieh, Lebanon
Tel: 961-3-475093 
Email: lara.sayegh72@gmail.com
PROFESSIONAL EXPERIENCE

· September 2020: Smarter Buses start up – Berytech Cleanergy Program

Communication, Translation, Research and Marketing support

-Prepare, transcript and translate interviews from Arabic to English

-Contact potential sponsors and partners (phone and mails)

-Write and proofread requested material for the pitch 

· Oct 2018- Mar 2020: Committee of the families of the Kidnapped and Disappeared in Lebanon                                

          Volunteer 

        - Restoring and digitalizing the Archives (Omeka platform)  

· May 2015-June 2018 : Handicap International

HR Manager

- National and Expats Staff Management

- Representation/reporting

- Team Management

· Feb 14-Apr 15   Handicap International

 

        HR Officer

· Translate HR documents

· Follow the salary preparation, taxes declaration and recruitment process

· Ensure respect of Human resources policy & strategy

· 2011-2013
Syrian Lebanese Commercial Bank S.A.L.

Human Resources Assistant

· Manage the daily administrative management of employees

· Performs monthly transactions related to payrollÉcouter
Lire phonétiquement
Dictionnaire - Afficher le dictionnaire
· 2003-2011
Syrian Lebanese Commercial Bank S.A.L. 


Working in Operations Department


(letters of credit, letters of guarantee, transfers) 
· 2002-2003
Saint – Joseph University (Faculty of Religious Sciences)

Administrative Assistant

· Management of mail and phone calls
· Classification, monitoring and updating of student files
· Organization and drafting of minutes of meetings
· 1997-2002
National Council for Scientific Research (NCSR) (Lebanon)

Administrative Assistant

· Translate administrative documents

· Management of mail and phone calls
· Classification, monitoring and updating of researchers files

· 1996-1997
International Atomic Energy Agency (Regional Office, Lebanon)

Administrative Assistant

· Management of mail and phone calls 

· Creation and updating of Excel tables (IAEA program in the region)
EDUCATION

· 2011
Professional Master in Human Resources Management

Saint-Joseph University (Lebanon)

· 1994
Bachelor Degree in Political and Administrative Sciences

Saint-Joseph University (Lebanon)

· 1991
Completed one year in English Literatures and Civilizations

La Sorbonne, Paris IV (France)

· 1990
French Literary Baccalaureate

Auguste Renoir High School (France)

TRAININGS:

· Oct 16

Efficient Communication in the workplace – Lucie Chataignon – U2 Guide Tr.

· Sept 16

Writing policies and procedures - Standards

· July 16 
MS Excel Intermediate Level - Formatech 

· June 15
Practical Labor Law Workshop for HR Professionals - Professional Training and Consulting 

· June 15
Social Security law Workshop for HR Professionals - Professional Training and Consulting 

· June 15 
Taxation Law - Professional Training and Consulting 

HUMANITARIAN ACTIVITIES

· 2013 

Helem Organization, Volunteer 

· 2011 
Kafa Organization, Volunteer 

· 1997-2002 
“People Rights Movement” (NGO), Member 
COMPUTER SKILLS
· Word, Excel, Outlook, Internet, Google Drive
LANGUAGES
· Arabic, French, English: fluently written, spoken, read

WORK RELATED SKILLS
· Versatile, Manage priorities, Rigor and Flexibility, Adaptability, Availability 

· Confidentiality and discretion
PERSONAL INTERESTS
· Travelling, Theater, Movies, Music, Dance 

REFERENCES AVAILABLE UPON REQUEST UPON REQUEST

