ADNAN 
Adnan.341265@2freemail.com 

Career Objective: To associate with an organization which progresses dynamically and gives me a chance to update my knowledge and enhance my skills.

Total Experience: 01  year.

· BSES Rajdhani Power Ltd- New Delhi 
Office Executive -20th January till 31 December 2015  

Worked  with BSES Rajdhani Power Ltd as an Office Executive handling and  filing of forms,  Share Certificate and Share Transfer Deed, Preparation of Board Report, Notice Calling AGM.

My job responsibilities include:  
· Change in the Directorship of the Company by filing of forms DIR-12, DIR-11.

· Appointment of Cost Auditor, Statutory Auditor CRA-2, ADT-1.

· Internal audit

· Issue of Share and preparation of Share Certificate and Share Transfer Deed in SH-1, SH-4.

· Annual filing MGT-7, MGT-9, AOC-4, Preparation of Board Report, Notice Calling AGM.

· Various Special Resolutions.

· Disclosure of Director’s interest in form MBP-1

· Maintenance of Statutory Registers.

· Creation of charge, modification of charge CHG-1.

· Dividend distribution

Professional Qualification:

· Pursuing C.S. final from Institute of Company Secretaries of India

· C.S. Executive cleared from Institute of Company Secretaries of India. 
· Having workable knowledge of M.S. Office (Word, Excel, Power Point)

Educational Qualification:

· Graduation (B.Com) from C.S.J.M. University, Kanpur in the year 2012 with 2nd division. 
· Intermediate from Indian Secondary Certificate (ISC Board), Methodist High School, Kanpur, in 2009 with first division.

· High school from Indian Certificate of Secondary Education (I.C.S.E. Board), Methodist High School, Kanpur, in the year 2007 with first division.
Personal Information: 

           Date of Birth: 23/ 10/1989
           Nationality: Indian 

           Marital Status: Single.

References: 

Reference will be furnished on request. 
Place:     Dubai
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