POVEENA
Company Secretary/ Corporate Secretary

[image: image1.jpg]


[image: image17.jpg]


poveena.266914@2freemail.com 
Profile Summary

Company Secretary by profession having 5 years’ experience with a flair for handling in Company Law Compliances, Corporate Governance, Company Secretarial work, Incorporation, Mergers and Amalgamations, and Restructuring.

Highly efficient with an ability to ensure that a Company complies and operates in accordance with Statutory and legal provisions under various Acts. Experience of attending meetings with company shareholders and the Board of Directors and acting as a point of communication between them. Well-presented and highly personable, with a deep knowledge of Corporate regulatory and Company law Sections and Rules. Excellent organizational skills, methodical with a good eye for detail.

Enjoy working with a group of dedicated professionals and like to acquire and share knowledge and expertise. Would like to continue and see myself as an integral part of the Leadership Team of a large Business Enterprise.

Professional Experience

Jan 2011 to JAN 2016 ( 5 years) : Officer Law, V. M SALGAOCARS & Bro. PVT. LTD. GOA, INDIA.

· Various Compliances/Assignments handled under Companies Act, 1956 and 2013 including:
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 Incorporation of a Private Limited Company and Limited Liability Partnership (LLP’s) under Companies Act 1956 and 2013.
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 Conversion of Limited Company to a Private Company, and Private limited
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Company
to
a
Limited
Liability
Partnership
(LLP).
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 Alteration of Memorandum and Articles of Association of the Company.
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 Change of Name of the Company.
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 Increase in the Authorized capital and Private Placement.
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 Allotment, transfer, transmission of shares, issuance of share certificates and payment of stamp duty thereon.
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 Declaration and payment of Dividend.
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 Drafting of Board Resolutions, Special Resolutions, and Circular Resolutions within set time frames.
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 Drafting of Minutes of Board Meetings, Annual General Meetings, etc. for the various Companies.
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 Preparation and Filing of various E-forms on MCA Portal as per Companies Act, 1956 and 2013.


a) Time based filings and related compliances.

b) Event based filings and related compliances.

Annual filing of Financial Statements including through XBRL mode (Extensible Business Reporting Language.)


Secretarial Audit


[image: image11.jpg]


 Convening and conducting of Board and General Meetings. [image: image12.jpg]


 Preparation of Notice & Agenda for Board and General Meetings.


Drafting and preparation of Directors Report and Annual Return.


Preparing and Maintaining Statutory Registers and Records as prescribed under various sections of the Companies Act.


[image: image13.jpg]


 Appointment and Resignation of Statutory Auditor of the Company.
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 Time based and event based various disclosure requirements on behalf of Directors and the Company.
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 Appointment of Whole-time Director of the Company and revision in Directors’ remuneration.


Creation, Modification and Satisfaction of Charges and Search Report.
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 Carrying out of search on Ministry of Corporate Affairs (MCA) website and preparation of different required Reports.


Compounding and Appearance Before CLB/RD


Shifting of registered address of the Company from one state to another state. Mergers and Amalgamations.


Corporate Restructuring.


· Co-ordination and correspondence with Registrar of Companies (ROC)/Reserve Bank of India (RBI)/Director General of Foreign Trade (DGFT), and Regional Director (RD).
AREAS OF EXPERTISE

· Corporate Governance.
· Company Law.
· Company Secretarial Practice.
· Incorporation of Companies.
· Mergers and Amalgamations.
· Corporate Restructuring.
Company Secretary 15 monthsTraining

Management Trainee at CS. Pallavi Salunke & Associates, Pune, India

( Practicing Company Secretary) Duration: March 2009 – July, 2010

Assignments handled:

O Assisted in Drafting Annual Report and Directors report O Attended Board Meeting and General Meetings

O
Drafting and maintaining Minutes of the meeting

O
Preparation of the Board meeting and general meeting Notices, Agendas

O Co-ordination and correspondence with various regulators including ROC, RBI, DGFT, Income tax Authorities
O
Maintaining Accounts and Filing Income tax returns

O
Annual Filing and reporting with ROC/RBI

O
Coordination with statutory and internal auditors

O
Other corporate and secretarial assignments

Academic / Professional Qualifications

June, 2012 - Qualified Company Secretary from the Institute of Company Secretaries of India, New Delhi (ICSI).

Dec, 2008 – Executive Programme Certificate from the Institute of Company Secretaries of India, New Delhi (ICSI).

April, 2006 – Bachelor of Commerce Degree (B’ Com) from Goa University, India.

April, 2003 – Higher Secondary School Certificate (HSC) from Goa Board, India.

April, 2000 – Secondary School Certificate (S.S.C) from Goa Board, India.

Key Skills and Competencies

· Attention to detail and a well-organised approach to work
· the ability to prioritise work and to work well under pressure
· a diplomatic approach and the confidence to provide support to high-profile company staff and board members
· Team working & Management skills
· Integrity and discretion when handling confidential information
· A sound grasp of corporate governance issues.
Computer Proficiency

O
Basic Knowledge of Computer

O
Tally 9.2

O Understanding Information Technology in corporate environment (MCA21)

Personal Details

	Nationality
	:
	Indian

	Date of Birth
	:
	11th July, 1986

	Marital Status:
	: Married

	Nationality:
	: Indian

	Gender:
	: Female

	Visa Status
	: Residence Visa

	Languages known:
	: English, Hindi, and Konkani & Urdu.


