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Email

: Pooja.149658@2freemail.com 

CAREER OBJECTIVE

“Seeking a position to utilize my skills and abilities in industry that offers professional growth while being resourceful, innovative and flexible and providing a platform to express my ideas.”  
ACADEMIC PROFILE

	     Course
	School / College
	Board / University
	Year Of Passing
	   Percentage

	PG HR Management
	Symbiosis College, Pune
	Symbiosis
	2012
	Result Awaited

	B.E. Chemical
	G.H.Patel college of Engineering and Technology (GCET)
	       Sardar Patel
University
	2009
	          66.52%

	H.S.C
	Shaishav  Higher Secondary School
	GSHSEB.
	2005
	          50.32%


	S.S.C
	Shaishav  High School
	GSEB.
	2002
	   78.14%



· Professional Experience:
ESSAR GROUP OF INDUSTRIES (FROM 14.07.2009 TO TILL DATE.)

I am a Chemical Engineer working in the ESSAR refinery which has a man power of 7,000 people. The Group's annual revenues were over USD 15 billion.
My current designation is Deputy Manager (HR) – Training & Development. 
My responsibilities include:

· To facilitate the discussion between the employees and their supervisors and get the training needs identified for the employee. Upon receiving the training need identified, arrange for the trainings accordingly for as many employees as can be covered.
· Frequently conduct meetings with the technical training committee and decide on the way forward for the training goals of the organization
· Prepare and regularly update the MIS of the trainings and preparing for audits.
· Preparing the monthly & yearly training calendar
· Managing the budget for the training department 

· Projects under current role:
· Online learning room booking system for the knowledge center for the smooth and hassle-free arrangements for the training
· Designing online learning and development portal
· Actively involved in the project on  career planning of employees

I have worked as HR manager for the people working on field where key accountabilities include employee relations, performance management, talent acquisition, administration & maintenance of employee database & HR Reports, leave processing, salary administration, termination & resignation and have gained hands on experience in 

· Recruitments
· new joinees joining formalities
· SAP
· Human job analysis
· Preparing the organization structure
· Attending the meetings and penning down the Minutes of the Meeting
· A good command over the MS office. (including VISIO files)

· Major projects as a HRM were:

· Was involved in the recruitment team for the hiring of employees for the upcoming expansion of refinery
· Have been an active member in the PMS and promotion process of the employees
· Have done the hiring for more the 65 employees (new joinees) in 3 months which includes on boarding to induction to familiarization of the new joinee with the team
· Preparing job descriptions for employees working in operations area.
I have worked as an engineer on field with two units, which includes the complete line tracing and understanding the functioning of the various valves such as 

· MOV- Motor operated valves
· Globe valve
· Gate valve
· Various line ups
· Deluge valve

In the Fluidized catalytic cracking unit (FCCU) I have gained experience in –

· Reactor Regenerator region- Catalyst handling, loading, unloading in RR
· Main fractionator column 
· Main Air Blower area – Flue gas cooler and Co-oxidizer
· GASCON area
I have also worked with the Naphtha hydrotreater unit and have gained hand on
· Pumps – change over and handling
· Heater – line up, burner change over, heater interlocks
· Compressor – start up, change over
Other than the above mentioned on field activities, I am also the part of the 
· Area Board Comitee (ABC) meet – which is once a week and discusses the various issues of the plant
· I am also a member of safety committee.
· I have knowledge of SAP.
· Workshop & Seminar:
· Attended a workshop on Advance MS Excel.
· Attended a seminar on Personality Development.
· Attended the Workshop on Transitioning to Professionalism
· Attended a workshop on Six Sigma
· Have underwent a special 5 day training in industrial safety
· Have knowledge related to 5 S.
· Attended training in SAP
· Attended trainin in Advance Process Control

· Extracurricular activities:
· Served as a Training and Placement Coordinator for the College.
· Was the Head Girl of the School
· Have participated in dance competition and have secured a prize
· Have managed the cultural festival event in the college
· Have anchored many events in the Company, College and School

· Qualities
· Strength:

Straight forward, strong leadership quality, will power, patience, optimistic, hard working, strong belief in pre planning and originality in work, capability of understanding the problem in depth and last but not the least Punctuality
· Weakness:
Over daring, over involved in a job under taken and easily believing anyone.

· Hobbies:
Drawing painting, travelling, listening to music, dancing, meeting new people and making new friends.

· Personal Profile:
· Date of Birth
 

: 16/06/1986

· Nationality 


: Indian
· Marital Status


: Married
· Languages Known

: English, Hindi, and Gujarati
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