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	Executive Summary

Experienced and confident professional offering 4 years of solid background and rich experience gained within diversified industries. Proven expertise in auditing, compliance administration, payroll and customer relations. Vast knowledge in various government and legal policies, rules and procedure; adept at writing and delivering effective, informational and concise presentations to management with developed skills in public relations. Displayed ability to work independently or within a team, multitask on several assignments, and meet strict deadlines while keeping composure. Possess excellent communication, planning, problem solving and time management skills. Well versed with Accounting packages and MS Office Applications, on a Husband Sponsorship with immediate availability to join new job. 


	Strengths

	· Strong legal & auditing background
	· Aptitude in administration functions

	· Legal documentation & archiving skills
	· Company representation to gov’t authorities

	· Superb analytical with keen eye for details
	· Strong compliance with policy & procedure

	· Resourceful-Innovative-Flexible
	· Adaptable to multicultural work environment


	Qualifications

	

	Bachelor of Law (First Semester Completed), Veer Narmad South Gujarat University, India

	2011

	Company Secretary, The Institute of Company Secretaries of India (ICSI), India 

	2009

	Master of Commerce, Veer Narmad South Gujarat University, India

	2008

	Bachelor of Commerce,  Veer Narmad South Gujarat University, India

	2004

	Member of  Institute of Company Secretaries of India, Membership No. A24992
	


	Achievements

	· Proudly resolved all legal issues at the production department though not connected with the department. 

· Successfully improved communication skills including handling of stress at work through a professional advice given by one of the colleagues. 

· Performed assigned workload with indefinable enthusiasm, commitment, honesty and dedication and drove towards contributing to continued business growth.  


	Career Snapshot

	

	Company Secretary, Footwear (U.P) Private Limited, Surat, India

	Jan 2010 – Apr 2011  

	Secretarial Assistant, Rupal Patel & Associates, Ahmedabad, India
	Jun 2007 - Sept 2009

	Commercial Assistant, K. D. Parekh & Co., India
	May 2006 – Apr 2007

	Recruitment Consultant,  Jobs- Me, Dubai, UAE                                                                                   
	  Aug 2011 -   Jan 2011 


	Capabilities

	

	Audit & Compliance
· Responsible in preventing unethical, illegal or improper conduct in an organization.
· Initiate investigative procedures in case, there is a violation of procedures, policies, rules or regulations and Standards of Conduct. Prepare detailed reports on audit findings.
· Interact with people from other departments and communicate the issues related to compliance. 
· Identify potential areas of compliance vulnerability and risk; develop/implement corrective action plans for resolution of problematic issues, and provide guidance on how to deal with similar situations.

· Examine records to ensure recording of transactions and compliance with laws and regulations. 


	Legal Advisory-Assistance
· Assist the business in compliance with all various legal requirements.
· Direct and coordinate law office activity, including delivery of documents. 
· Keep and monitor legal volumes to ensure that law library is up-to-date. 

· Maintain confidential documents and legal proceeding papers under possession.


	Payroll
· Process holiday, sick or leave pay and overtime, shift payments and or time sheet computation.

· Address and respond to payroll related inquiries or concerns of employees.

· Support department in payroll concerns of employees through prompt action on concerns. 

· Ensure all personnel and payroll processes are followed according to procedures with zero error. 

· Keep abreast with company compensation and benefits related policies, practices and guidelines.


	Proven Job Role

	Company Secretary - Footwear (U.P) Private Limited
· Managed the legal and secretarial department as well as addressed government issues, notices and dealt with the government authorities in behalf of the company. 

· Assembled meetings of the Board of Directors and shareholders in conformance to pre/post-meeting procedures as well as kept minutes of the meeting, statutory register and records.

· Handled procedure of management amendment and company charters. 

· Ensured statutory conformance as part of the compliance team with BSE, RBI, NSE, SEBI, ROC, NDSL, CDSL, Ministry of Company Affairs and other government authorities with alertness on Corporate Governance.

· Oversaw investors’ complaints and forward issues to Share Transfer Department.  
· Achieved deliverables and handled major projects such as grant of Employees Stock Options (ESOP), warrant conversion to Equity Sales, BSE listing, listed companies’ Open offer and Shares Forfeiture. 
· Assist in administration, research and client coordination related work whenever requested.
· Handling wide range of administrative and executive support related tasks.
· Day to day activities, planning and organization of the Managing Director’s Diary.
· Establishing the proper lines of communication between office and headquarter.
· Assist partners with preparation of presentation materials.
· Set up and following up the meetings and appointments according to the managing director instructions, and drafting of Minutes of the meetings.
· Work within the framework of the Company’s corporate plan as directed by Managing Director.
· Support the Managing Director in the preparation and presentation of reports, proposals and related activities in servicing and developing relationship with stakeholders and partners.
· Implementing the business development strategies through cooperation between the involved parties.
· Comprehensive administration duties in support of the Managing Director

· Undertake mailings and communication as directed by the Managing Director.
· Set up and maintain the integrated electronic and paper based filing systems.

· Work with the communications team to maintain and develop databases and mailing lists to ensure they are current and upto date at all times.

· Scheduling the performance of all the governmental transactions to issue the project’s permits and documentation.

· Supervising any support staff and ensuring all office policies and procedures are being implemented. 


	Executive Assistant - Rupal Patel & Associates, Ahmedabad, India 
· Responsible of the entire secretarial duties and legal compliances including administration of all statutory records, registers, books as per company rule and inclusion of NBFC with Reserve Bank of India and other various public/private companies.   
· Supervised the Share Transfer Department including adequate resolving of company shareholders complains; managed regular conformance of the listing agreement with Ahmedabad, Mumbai and other Stock Exchanges as well as shares listing for special issue and compliance to Open Offer and Take Over Code. 

· Assisted in other works such as company conversion, change of name, company registration, search reports for various banks, financial institutions, companies and professional senior firms, filling of various E-forms and Annual Returns as per MCA21 requirements. 

· General day to day office administration including collection and sorting of incoming post.

· Handling all correspondences, sending and receiving all incoming and outgoing e-mails, faxes plus all business letters.

· Answer phones and direct all incoming calls to appropriate party promptly and efficiently. 



	Commercial Assistant - K. D. Parekh & Co.
· Handled data entry of sales, purchase vouchers and bank transactions including sales and income tax returns of about 100 shops. 
· Liaised with parties and government offices. 
 Tele-caller- HDFC Bank- Ahmedabad

· Making calls to expected client data base

· To maintain relation with expecting customer and get them in to business

· Increase sale by using references.

· Handling customer queries for better turnaround time and customer satisfaction. Identifying prospective clients, generating business from the exiting clients to achieve business targets
Recruitment Consultant- Jobs- Me- Dubai ( Aug 2011 to Dec 2011)

· Responsible for attaching candidates and matching them to temporary or permanent positions job with Client companies.

· Building Relationship with Clients. 

· Headhunting- identifying and approaching suitable candidates.

· Receiving and reviewing applications, managing interviews and short listing candidates.

· Organising Interviews for candidates as requested by the Client.

· Informing candidates about the results of their interviews.

· Negotiating pay and salary rates and finalising arrangements between client and candidates. 

· Using marketing techniques and networking in order to attract business from Client Companies. 



	IT Skills

	· Proficient with Accounting Packages like Tally 5.4

· Adept in Windows operating system, MS Office Suite (Excel, Word), Internet & E-mail applications


	Personal Details

	Nationality
	:
	Indian

	Date of Birth
	: 
	3rd  August 1984

	Marital Status
	: 
	Married

	Visa Status
	: 
	Husband Sponsorship

	Languages
	:
	English, Guajarati & Hindi


	Reference

	Furnished promptly upon request
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