DINA EL HAYEK
Government/Business Administration
(+961) 76 42 09 70 • elhayekdina@gmail.com • Beirut, Lebanon
Experienced Lebanese General Security inspector with a demonstrated history of working in government administration. Skilled in public relations, leadership, project management, and communication. Arabic native speaker with excellent command of English and French, with a bachelor’s degree in Business Administration and General Management from Al Kafaat University.
Work Experience
Inspector General 								Jan 2015 – Present
Lebanese Directorate General of General Security - Dhour Choueir, Lebanon
· Issue passports for Lebanese nationals.
· Issue work permits/visa for foreigners.
· Issue permanent residence permits for foreigners.
· Take biometrics for passport and residence permit applicants 
· Handle and follow-up on lost/stolen passport procedures
· Uphold confidentiality of documents, identities, and communications.
· Handle cash or credit transactions with customers, count cash register contents at the end of each shift, and maintain receipts, records and withdrawals.
· Delegate administrative tasks and refer communications with clients to inspectors
· Resolve and refer customer complaints and provide relevant information.

Private Tutor 							         Mar 2012 – Jan 2014
Freelance - Lebanon
· Provide one-on-one educational assistance to elementary and secondary school students.
· Prepare lessons, assign and correct homework.
· Evaluate students’ progress and discuss the results with students and/or their parents.


Education                                                                                        
Bachelor in Business Administration and Management 			2015 – 2018
Al Kafaat University - Ain Saade, Lebanon
Lebanese Baccalaureate in Life Sciences 					1998 – 2013
Collège des Sœurs des Saints-Cœurs - Beit Chabab, Lebanon
Certifications
Initiating and Planning Projects                                                                       Apr 2021                        University Of California Irvine (Coursera)
The Complete Presentation and Public Speaking/Speech Course 	      Feb 2021
Udemy
Standard First Aid, CPR, and AED 						      Jun 2013
Lebanese Red Cross
[bookmark: _GoBack]Volunteer Experience
Team Leader 								       2013 – Present
Mouvement Eucharistique Des Jeunes (MEJ) - Beit Chabab, Lebanon
Facilitating and attending meetings with MEJ cadres, coordinating yearly projects as a member of National Training Committee, supervising team leaders 
Emergency Medical Technician (EMT)						 2013 – 2014
Lebanese Red Cross - Kornet Chehwan, Lebanon		
Provide first aid services to emergency cases such as road traffic accidents and medical emergencies.
Languages
 Arabic (native), English (fluent), French (fluent)
Skills & Interests
· Skilled in leadership, communication, teamwork, problem solving, time management
· Proficient in Windows with a solid knowledge of Microsoft Office
· Interested in reading, travel, sports,dancing, outdoor adventures, public relations 
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