Kavita 

Kavita.1340389@2freemail.com 

B.Com, LLB, Company Secretary, ACIS
· Personal Details :

Date of Birth

:
18th August 1979

Sex


:
Female

Marital Status
:
Married
UAE  Visa

:
Husband Sponsored Visa 

· Academic  Profile :

	Course
	Year
	Board/University
	Percentage

	S. S. C.
	Mar 1995
	Maharashtra State Board
	90.85

	H. S. C.
	Mar 1997
	Maharashtra State Board
	85.5 

	B. Com. Vocational
	Apr 2000
	Pune University
	80.5 


· Professional qualification :

A Qualified Company Secretary and Law Graduate with an experience of 9 years’ in Secretarial Functions and Corporate Affairs and 6 years’ in Accounts, Taxation, Audit and Finance.

	Course
	Year
	University / Institute

	Company Secretary
	June 2000
	Institute of Company Secretaries Of India, New Delhi.

	LLB
	Apr  2003
	Pune University

	Chartered Secretary
	Aug 2009
	ICSA, London


· Achievements :

· 7th Rank in the Merit List in H.S.C. under Pune Board,

· 1st Class with Distinction in B.Com. Vocational, 

· Cleared all examinations of CS Course by ICSI, New Delhi in first asttempy alongwith B.Com. from Pune University.

Training:
· Apprenticeship Training with Mr. Mahesh Athavale & Mr. Dinesh Joshi, Practising Company Secretaries, Pune, India during June 2000 to July 2001 and
· Practical Training in Kirloskar Oil Engines Ltd., a listed company in Pune, India during August 2001 to November 2001,

· Past Employments :

· Worked in Rohanna Agri Business Corporation Ltd. (formerly known as Ranadey Agro Ltd), a public limited company in Pune, India, pioneer in trading in micronutrient fertilizers as Company Secretary  - Jan 2002 to Dec 2007, 

· Working with Jupiter Life Line Hospitals Ltd, a public limited company in Thane, India since April, 2008 engaged in health care facilities and Medical Tourism activities as Company Secretary & Manager - Accounts.

· Work Experience :
· Handled corporate affairs of a group of companies including a public limited Company and Joint Venture Companies abroad,

· Compliance of Companies Act, FEMA and other corporate laws applicable to the Group Companies, 
· Maintenance of secretarial records for the group companies, re-organisation of group activities, 

· Incorporation of Joint Venture Companies abroad and compliance of provisions of FEMA relating thereto, 
· Online filing of various forms, documents with Registrar of Companies (ROC),
· Secretarial audit of Private Limited Companies, Non-Banking Financial Companies, Public Companies including Listed Companies,
· Incorporation and updating secretarial records of Private and Public Limited Companies,
· Drafting of Minutes of Board Meetings, General Meetings, Resolutions, Notices, Agenda etc.
· Correspondence with Shareholders, ROC, RBI, SEBI, Stock Exchanges and Other Statutory Bodies,
· Visiting RBI, Mumbai for submitting Reports, filing of documents under FEMA,
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· Handling various procedures under Companies Act, 1956 such as alteration of Articles of Association, increase in authorised capital, change of name of a company, buyback of securities through Board Resolution, alteration of object clause in memorandum of association, striking off the name of Company, Members' Voluntary Winding-up u/s 484(1)(b) of the Companies Act, 1956 and visiting the office of the Official Liquidator in that connection,
Additional Responsibilities :

· Handling Individual Taxation of employees and Directors and deduction, payment and all other formalities relating to e-TDS,

· Looking after inter-Company transactions within the group from Companies Act and Income Tax Act perspective,

· Interaction with the banks with whom the Group is having Borrowing arrangements as to enhancing CC limits, creation of charge on assets of the Company and formalities relating thereto, 

· Participation in the internal audit, finalisation of accounts, tax audit, preparation of income tax returns of Companies,

· Compliance of various Revenue Laws applicable to the Company such as Income Tax, Service Tax, VAT and Rules made thereunder, 

· Attending Income Tax Scrutiny Assessment as well as Appeal proceedings as a representative of the Company.
· Computer Literacy :

· Working with OS like Windows 98, XP,

· MS Office – Word, Excel, Powerpoint,

· Conversant with Accounting Packages like Tally ERP9,
· Internet facilities.

· Languages known : 

· English





· Marathi

· Hindi






· Gujarati
Kavita 

Place : Abu Dhabi 
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