Marc Ghaleb
Marc.ghaleb7276@hotmail.com
Hadath, Hamra Street, Richani Bldg. 3rdflr – Mobile:71-851148

EDUCATION

Arab Open UniversityUndergraduate holder of a BA in Information & Communication 
Technologies2013– 2017
		

Collège Lycee Emmanuelle              Baccalaureate in Life Science	2013


WORK EXPERIENCE 

Lebanese General Security –      Inspector – 2nd degree                                                                    2013 –2021

During my tenure at the Lebanese General Security, I have been exposed to various assignments and duties which enabled me to enrich my experience in the government  and general security field by getting involved in many areas, such as inspections,public relations, compliance administrator, citizenship coordinator in addition to several duties which were performed as appropriate.

· Responsible for foreign incoming passengers to Lebanon by checking their official documents and comply them when the needed requirements for visa issuance, residency and all related matters.

· Issuance of all types of visa requests from the lowest class worker like a cleaning worker to the highest class like a business man as they are classified in Lebanon 

· Issuance and renewal of all types of foreigners residencies and refer their files for follow-up and investigation throughout the year to prevent violation of the residence system and the authority granted.

· Handling the passport issuance or renewal of Lebanese citizens.

· Providing consultancy to several parties inquiring about the needed requirements for newly updated regulations and sharing information as needed.

· Treasurer to all collected money and responsible for transferring them to the Ministry of Finance.

· Coordinating with several branches of the Lebanese General Security facilitate the administrative process and speed up the workflow.

· Submitting reports to the management reflecting the daily performance, quantity of work and duty nature. 

· Coaching the newly hired members by providing an integration plan to all rules and conditions of the Lebanese General Security and guiding them throughout their probation period based.

· Working at the investigation section for 9 months

· Working at the airport border checking the validity of entering Lebanese territory.

· Worked with GS in a wearhouse in collaboration with world food program NGO 2021-2022

· Worked as an operator in asmar medical company 2022









SKILLS

· Strategic planning and vision
· Leadership 
· Accountability
· Analytical thinking 
· Teamwork and collaboration 
· Problem solving and conflict resolution
· Communication skills
· Ability to work under pressure
· Detail-oriented
· Professionalism and strong work ethic.



ADDITIONAL INFORMATION

Languages          :Arabic (Mother tongue), English, French

Computer Skills: Microsoft office, excel , powerpoint 

Interests:Nutrition & Sports, music 

Sports:Running 
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