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CAREER OBJECTIVE
To secure anaccelerating and rewarding position by utilizing my skill and to contribute my potentiality towards the development of organization.
PROFESSIONAL STUDIES – COMPANY SECRETARY (CS)
	EXAMINATION
	BOARD/UNIVERSITY
	SESSION
	PERCENTAGE/REMARKS

	CS Foundation
	Institute of Company Secretaries of India, New Delhi
	June 2007
	1st Attempt


	CS Executive – Module I

Module II
	Institute of Company Secretaries of India, New Delhi
	June 2008
	1st Attempt



	CS Professional – 

Module I, II, III & IV
	Institute of Company Secretaries of India, New Delhi
	June 2011
	1st Attempt




EDUCATIONAL QUALIFICATION
	Bachelor of Commerce (B.Com)
	Rajasthan university, India
	2010
	66% 



	Sr. Secondary
	C.B.S.E., India
	2007
	78%



	Secondary
	Rajasthan board, India
	2005
	80%



	L. LB (II Year)


	Rajasthan university, India
	2011
	62%


ACADEMIC CREDENTIALS

· All India Ranking 20 in CS Foundation conducted by the ICSI, New Delhi.
· Among the top 1% of successful candidates in CS Executive Examination.
· Received Gargi award in Secondary Examination.
COMPUTER PROFICIENCY
· NIIT Certificate: Understanding Information Technology in the Corporate Environmentin partial fulfillment for CS.
	Operating system
	MS Windows (9x, XP)

	Internet tools
	Mail Handling subsystems, Downloading and Installations etc.

	Packages
	Microsoft office XP and 2010

	Accounting
	Tally ERP 9.0, Orion, Quick books, Peachtree etc.




EXTRA CURRICULAR ACTIVITIES

· An active member of the nature club and commerce club of the school.
· Participated in debates and extemporary speech.
WORK EXPERIENCE

Organization
:
Chartered Accountant

(Chartered Accountant and Business Consultancy) – Dubai (UAE)

Role

:
Auditor and accountant

Tenure

:
August 2012 to till date

Role and responsibilities:-
	Accounts Payable

· Day to day processing of accounts payable transaction to ensure that finances are maintained in effective, up to date and accurate manner.

· Resolve vendor payment issues and answer vendor questions.

· Generation of weekly/monthly reports (supplier & due date wise).




	Accounts Receivable

· Ageing analysis, monitoring problematic debtors, highlighting collection issues to the Management.

· Accounting and allocation of collections.




	Cash & Bank

· Bank reconciliation, recording of day-to-day transactions.

· Petty cash accounting, control & management& preparing cash flow statement.




	Anti-Money Laundering assignment

· Ensure all KYC compliances issued under the guideline of Central Bank for the exchange house.

· Verification of due diligence measures adopted by the exchange house.

· Detecting, auditing and monitoring of procedures enforced by the exchange house.
· Monitoring on the procedure of reporting of suspicious transactions.



	Accounts Closing and Audit

· Ensure that all expenses, income, and adjustment entries are passed to reflect true state of accounts.

· Independently prepare detailed financial analyses.

· Ensure compliance with relevant legislation.

· Prepare selected monthly general ledger account reconciliations.

· Compile necessary documentation for annual audit support as needed.




	Budgeting & MIS Reporting

· Assist in the preparation of future year budget requests, ensuring operating plans are strategically aligned to Establishment’s performance goals.

· Provide monthly execution reports to the Management.

· Assist in maintenance of day to day MIS Data and updating to the management of foreign based company.




	External Audit

· Conducting audit of various companies.

· Preparing and arranging audit report with generally accepted accounting principles.




Brief client summary and special assignments:-
	SECTOR
	CLIENTS
	ROLE



	Manufacturing
	Cable Line Bldg. Metallic Const. Ind. LLC
	Auditor

	
	Manifold Systems International FZC
	Auditor

	Trading
	Triune Oild Field and Industrial Supplies FZC
	Accountant and auditor

	
	Supreme Marbles and Granite TR.
	Auditor

	Services
	MCI Middle East (LLC)
	Auditor

	
	Winteco Corporation LLC
	Auditor

	
	Gridz FZC
	Accountant and auditor

	Real estate
	Zabadani Real Estate 
	Accountant and auditor

	Financial institution 
	Mawarid Exchange LLC
	Anti money laundering certification

	Special accounting assignments
	SIT Distribution FZCO
	Financial reporting and audit support with Ernest & Young

	
	Bell Flavors and Fragrances FZCO
	Foreign reporting

	
	Noble Chemical Materials LLC
	Financial Report and audit support with HorwathMak


PROFESSIONAL TRAINING – CS INTERNSHIP

Organization
:
Dr.SarojHirawat



S. Hirawat& Associates



(Practicing Company Secretary)
Role

: 
Article Traniee

Tenure

:
15 Months (09/12/2009 – 16/07/2011)

Role and responsibilities:-

· Incorporation of companies.

· Drafting notice and agenda of Board meetings, General meetings and Committee meetings.
· Preparing minutes of various meetings.

· Preparation and updation of registers and maintenance of statutory records of companies.

· Working of transfer and transmission of shares.

· Change in directorship in companies.

· Registration of creation, modification and satisfaction of charges.

· Preparation of annual report of listed companies.
· Quarterly Compliances of Listing Agreement including reconciliation of share capital audit, corporate governance report, shareholding pattern and financial results.

· Preparation of search reports and status reports for the companies on behalf of banks.
· Incorporation of Limited Liability Partnership.
· Secretarial audits of listed companies.

· Internal audits of stock brokers.

· Drafting and filing of Company Law Board petition on behalf of the companies.
PERSONAL DETAILS
Date of Birth


:
15-March-1989
Native Place


:
Jaipur, Rajasthan (India)
Marital status


:
Unmarried
Nationality


:
Indian
Languages known

:
English& Hindi
Visa



:
Employment visa






