Heyam Radwan Chayeb
Dallaa Street, Saida, Lebanon
(+961) 81 611 322
chayebhr@student.rhu.edu.lb & heyamchayeb@gmail.com 
http://www.linkedin.com/in/heyamchayeb 
OBJECTIVE
         I am a highly motivated and detail-oriented student seeking an internship opportunity in the field of Human Resource Management. As an HRM student, I am eager to apply the theoretical knowledge and skills I have gained through my academic coursework in practical, real-world situations. I am deeply committed to continuous learning and professional growth in the ever-evolving field of HRM, and I strive to make a positive impact by contributing to the success of organizations.
EDUCATION
[bookmark: _GoBack]2021-Present	Rafik Hariri University (RHU)                               Mechref, Damour
Bachelor of Arts in Human Resources Management with a minor in Psychology
· Dean’s Honor List (GPA:3.75/4.00)

	2020-2021                                     Iman High School                                               Bostan Kabir, Saida
	Lebanese Baccalaureate (Sociology and Economics)
· Distinction

WORK EXPERIENCE 
· SAADCO
Internship – HR Department
June – July 2022
· Assisted HRM in conducting interviews. 
· Actively participated in meetings. 
· Maintained organized and accurate filing.
· Prepared well-written daily machine progress reports.
· Effectively handled employee inquires and concerns, demonstrating strong interpersonal skills.

· Rafik Hariri University
Work-study – HR Department
2023-2024
Tasks and Accomplishments:
· Completed 70 work hours.
· Assisted HR personnel in administrative tasks, including data entry, filing and document management.
· Prepared and updated employee records, ensuring accuracy and confidentiality.
· Acquired adept time management skills through effectively balancing academic classes, breaks, and work hours.
· Improved my attention to details as a result of ensuring accuracy and precision in records maintenance. 
· Received an appraisal form with a performance rating of excellent on all accomplished tasks.

RELATED COURSES and COURSEWORK
· Introduction to Human Resources Management: Covers key HRM concepts, responsibilities, and functions, including strategic planning, policies, and employee relations. 
· Recruitment and Selection: Focuses on attracting, assessing, and selecting qualified candidates, covering recruitment strategies, screening techniques, and legal considerations.  
· HR Training and Development: Explores designing and implementing training programs, assessing needs, and enhancing employee development through various methods.
· Performance Management, Compensation and Benefits: Covers managing and evaluating employee performance through goal setting, feedback, appraisal systems, while exploring the design and administration of compensation and benefits systems including job evaluation, salary structures, and employee benefits administration.
Workshops
· Injaz Lebanon Bridge of Opportunities (BOO) project                                         September – 2021
· Power of Artificial Intelligence at LAU                                                                     January – 2021 
· Entrepreneurship Innovation Camp hosted by Injaz                                                    March – 2021                                                          

SKILLS
· Soft skills:
· Integrity in adhering to ethical standards.
· Ability to maintain confidentiality and handle sensitive information.
· Time management and prioritizing.
· Effective written and verbal interpersonal communication abilities.
· Teamwork and leadership abilities.
· Emotional intelligence in both intrapersonal and interpersonal relationships.
· Strong attention to detail.
· Technical and computer skills: 
· Microsoft office: Word, Excel, and PowerPoint.
· Strong understanding of business strategies and tools such as SWOT analysis.

HOBBIES and ACTIVITIES
· Interested in styling, cooking, reading, adventure, exploration, travelling, landscaping, psychology, videography, and personal development.
· Consistently achieved recognition on the president’s and dean’s honor lists at my university each semester for academic excellence.
· Attended lots of seminars, webinars and workshops sponsored by RHU clubs.	
· Volunteered with DPNA, Al Reaaya NGO, and Sanadak Initiative to support orphans and organize charity events.

LANGUAGES
· Arabic 	Native tongue
· English	Fluent

