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Email id:   ISHRATHUNNISA.375625@2freemail.com 
Profile:   I am a qualified Company Secretary from the Institute of Company Secretaries on India (ICSI) with extensive secretarial experience, also having a master’s degree in Business Management specialized in Finance. I am self-motivated and interested to add on expertise and skills for my personal and professional growth. 
Career Objective:

To work with an organization where I can learn and maximize my experience to become a dynamic Corporate Professional, Company Secretary/Secretary to the Board of Directors, which enables me to make valuable contribution to the company where I am employed. Also, willing to contribute to the society with my minimal efforts.
Experience:
1. Worked as a Company Secretary of Bartronics India Limited, India from 01st August, 2016 to 31st May, 2017.

Role:

· To complete corporate compliances of the Company.

· As an advisor to the Board of Directors of the Company.

· Responsible for entire Secretarial Compliances.

· To Conduct and successful conclusion of Board meetings, Shareholders meetings and any other as may be required.

· And all other related activities.
2. Asst. Company Secretary from August, 2014 to 31st July, 2016 with Bartronics India Limited
Role: 

· Responsible for compliances and communication with the Stock Exchanges, MCA and other Regulatory Authorities
· To conduct Board Meeting, AGM, Committees Meeting etc.,

· To draft Annual Report, meetings agendas, resolutions, minutes etc.,

· To resolve Investors Complaints and Grievances

· To handle entire Secretarial work for the Company and its Group Companies and related activities.
3. Completed 15 months Management Training with SUJANA METAL PRODUCTS LIMITED (Secretarial Department), Hyderabad (From 1st October, 2012 to  31st December, 2013)
Key Areas of Training:

· Documentation of Resolutions, Compliance Certificate, Search Report etc
· Recording minutes, preparing and updating statutory books

· MCA forms filling and filing (e.g., Form 23AC & ACA, Form 20B, Form 66, Form 8, Form 17)

· Documentation of Annual Report 

· Stock Exchange Compliance

· Conducting Board Meetings

4. Imam & Associates chartered Accountants ( From Sept 2010 to Aug 2012)

Designation: CA Assistant 
Role:  
· Independently handled company incorporation, preparation and filing of Annual Return
· Drafting and Alteration of Memorandum & Articles of Association
· Preparation and registration of notice, various resolutions passed in Board Meetings and minutes, director report etc.,
· Work on Director Identification Number (DIN) and Digital Signature Certificate (DSC).
5. Aliens Group (MAR 2009 – JUN 2009)  

Designation:  Lead Generator
6. Accounting Packages:    Tally 9.2, Wings, Focus (Mar 2008 – May 2008)
ERP:  SAP FI-CO 4.7 (Jun 2008 – Oct 2008)
7.  ICICI PRUDENTIAL LIFE INSURANCE PVT Ltd.(Jul 2007 – Dec 2007)
             Designation:  Unit Manager

Academic Profile:
· Qualified CS in February 2016.
· M.B.A (Finance) from Moghal College of Business Management with 67%

· B.C.A from Madhu Malancha Degree College with 77%

· Senior secondary from Vidya Vikas Junior College in CEC with 71%

· Higher Secondary from Govt High School with 69%

Computer skills:
· Well versed with MS Office and Internet Application.
Personal Profile:

Date of birth:          28 April, 1983
Gender:                   Female

Marital status:         Married
Nationality:             Indian

Religion:                 Islam

Language Known:  English, Hindi, Urdu & Telugu

