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	Profile:
	


Qualified Company Secretary, Lawyer and a Commerce Graduate, with over five years of experience as a Practicing Company Secretary (PCS), seeking a long-term opportunity within corporate governance community, where my professional qualification and abilities would be advantageous to the growth of my employer and myself.

Work Experience:


Trushna Jhaveri & Co.
June 2011-June 2016

(Practicing Company Secretary-Owner)

Independently Developed and managed a cliental base of around 25-30 customers, which included a few listed, public limited and many private limited companies.

Dealing with Indian and Foreign Subsidiaries in India & abroad on assignment as well as retainership basis.

Trained and directly supervised 2 Management Trainees. Learning and Executing Companies Act, 2013.

Complying with the rules and laws under Companies Act, 1956

Annual Filing of Balance Sheet, Profit and Loss and Annual Returns.

Incorporation of Companies including LLPs, Producer Co., Section 8 (NON Profit Organizations), Conversion of Private Limited into LLPs and vice versa.

Change of name, alteration in objects, alterations related to capital for various companies. Drafting Minutes Books, Annual Reports for small, medium and large sized companies.

Secretarial Audit for big size companies as required under Section 204 of the Companies Act, 2013. Listed Company Compliances

Winding up of Companies.

Filing of E-forms with the government authorities and obtaining approvals.

M/s Parikh & Associates
March 2009-Sept 2010

(Management Trainee/Intern)

Working as a team and conducting audits with Seniors.

Some provisions of FEMA, SEBI laws and Listing Agreements Dealing with Government officers for various approvals.

Educational Qualification:


	Academic
	Year
	College/University

	LLB
	2012-2013
	Jitendra Chauhan College of

	
	
	Law

	Practicing Company Secretary
	2011
	The Institute of Company

	(PCS)
	
	Secretaries of India

	CS Final
	2008-2009
	The Institute of Company

	
	
	Secretaries of India

	CS Intermediate
	2007-2008
	The Institute of Company

	
	
	Secretaries of India

	CS Foundation
	2006-2007
	The Institute of Company

	
	
	Secretaries of India

	B.Com
	2009-2010
	Narsee Monjee College of

	
	
	Commerce and Economics

	
	
	


Skills:


Managing work and people and getting things in order.

Experienced in Windows XP/Vista/7, Microsoft Excel, Access, Word, PowerPoint, XBRL Ability to multi-task and work in a fast paced environment

Ability to learn new hardware/software packages. Fluent in English, Hindi, and Gujarati.

Personal details:


Date of Birth: 25-Nov-1989

Nationality: Indian

Visa Status: Spouse visa

Driving License: In process

References: Available upon request.

