[image: image3.jpg]



Gulfjobseeker.com CV No: 1432236
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php
 ( BBA, LLB , ACS )
An Associate Company Secretary

· Career Objective:
To strive for excellence, to  become a profitable and efficient asset (as employee) of  such reputable, standard and well-wisher  company like yours, where I can fully utilize my expertise and professional skills in order to achieve the goals of the firm with full integrity, zest and where I can enrich my knowledge too.
· Educational qualifications:
Chartered Accountant (CA) Pursuing

 2015 
· Recently Enrolled for the intermediate level.
· The Institute of Chartered Accountants of India (ICAI) is a statutory body established under the Chartered Accountants Act for the regulation of the profession of chartered accountants in India .It is highly valued profession around the world. 
Company Secretariat (CS)



 2014
· Completed Companies Secretaries from The Institute of company Secretaries of India ( ICSI ) in 2014 from India
· The Company Secretary (CS) is a professional course which is conducted by The Institute of company Secretaries of India (ICSI).The major contribution of Company Secretary is in corporate sector. Company  Secretary is designated as an officer under the Companies Act of India.

Bachelor of Laws (LL.B)




 2014
· Completed Bachelor of Laws (LL.B) in 2014 from Jaipur University , Jaipur ( India )
· The Bachelor of laws is an undergraduate course (LLB). The teaching and instructions shall be in accordance with the Bar Council of India Rules.

Bachelor of Business Administrative (B.B.A)
 2010

· Completed Bachelor of Business Administrative (B.B.A) with Human resource specialization in 2010 from School of Management Sciences, Varanasi  (India )
· It is a bachelor’s degree in commerce and business administration .And is structured to provide a wide range of knowledge in corporate practices.
· Work experience and trainings attended:
1. 15 months management training under Practicing Company Secretary Firm Ajay Jaiswal & Associates, Varanasi. A firm which provides complete company secretarial services with respect to company matters including all procedural requirements right from the pre-incorporation.

2. Worked with Ganpati Vidhya Niketan Senior Secondary school one of the renowned educational institute in Jaipur India, as an Administrative Assistant  for 1 year.

3. Affiliated with Amul India for 2 months as a Summer Trainee being part of BBA curriculum during which 2 projects were completed:




i. Comparative analysis of the company with other competitor companies and,
ii. Milk consumption preferences by the customer of Lucknow, India.
· Responsibility while performing Training:
1. Preparation of Notice, Minutes of various Board Meetings
 Compliance with other procedures related to:
i. Code of Conduct of the Company;
ii.  Appointment of Directors;
iii. Annual Filing.
2. Filing of Statutory Forms & Returns with Registrar of company (ROC).




3. Liasoning with various authorities like ROC, Banks etc.Preparation & maintenance of Statutory Registers under Companies Act, 1956.

4. In the process of Shifting of registered office, and various affidavits and other documents.
· Professional Development:
· Completed certificate course in Advanced Excel from NIIT.

· Participated in all India management business quiz and won regional level certificate.

· Undergone several seminars i.e. incorporation of companies, benefits of good governance, corporate social responsibility in India.
· Computer Skills:
· Working knowledge of MS Excel, MS word, and PowerPoint. 
· Attained Diploma in Computer Applications.
· Personal information
: 
· Nationality


:
Indian
· Visa status


:
long term visa 
· Marital status

:
Single
· Date of birth

: 
Aug 11,1987 
· Languages known

:
Hindi, English, Bengali. 
· Gender


:
Female.[image: image1.png]
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