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SNAPSHOT


· A qualified Company Secretary.
· Skilful in organizing, interpreting and communicating information to facilitate the decision making process of the top management.
· An effective communicator with excellent interpersonal & relationship management skills; possesses strong creative skills with a flexible & detail oriented attitude. Backed by strong academic credentials, possess zeal to make a mark in the Industry and to further company’s objectives and goals within timelines.

Career Objective


· To seek challenging avenues where my knowledge and experience matches with the organization's growth.
· Seeking a career to utilize my knowledge, personal skills to gain comprehensive understanding at a reputed organization so as to take responsibility and contribute significantly.

WORK EXPERIENCE


· April 2016 - Till date: KPIT Technologies Limited, Pune, as Executive - Secretarial
KEY DELIVERABLES

· End-to-end activities relating Annual Report of KPIT & its subsidiaries (including study of applicable provisions under the Companies Act, 2013, LODR and Secretarial Standards preparation and collecting related information, co-ordination with stakeholders, etc.)
· End-to-end activities relating to Sustainability Report of the Company
· Preparations relating to meetings (Board, Committees and General) along with all e-voting related activities
· Compliances relating to Insider Trading regulations
· Compliances of 17 subsidiaries & branches (Indian and overseas) and other group companies
· Preparations for Board meeting
· Drafting of notices, agendas, Board’s Reports, resolutions, etc.
· Filings of forms relating to change in directors, filing of annual returns
· RBI related-Preparation and filings of online form FC-TRS
· Monthly legal compliance of labour laws, immigration laws, corporate statutes, foreign exchange statutes, information technology statutes, employee, medical and corporate insurances of all subsidiaries, branches and strategic business units of the Company
· March 2014 - September 2015: KPIT Technologies Limited, Pune, as CS Intern
KEY DELIVERABLES

· Board & Committee meetings- Assistance in preparation of meetings and other registers
· Preparations relating to general meetings along with maintenance of proxy register and e-voting related activities
· End-to-end activities relating Annual Report of KPIT & its subsidiaries (including study of applicable provisions under the Companies Act, 2013 and the Listing Agreement, preparation and collecting related information, co-ordination with stakeholders, etc.)

· Assisted in the preparation of the Sustainability Reports of the Company
· Preparation, updation and maintenance of the statutory and non-statutory registers under the Companies Act, 2013
· Filing of various forms under the Companies Act, 2013
· Compliances of subsidiaries & branches (Indian and overseas) and other group companies as follows:-
· Preparations for Board meeting
· Drafting of notices, agendas, Board’s Reports, resolutions, etc.
· Handling post-merger compliances
· Updating records / data / information with the respective regulatory authorities
· Activities relating to change of name and objects clause, issuance of share certificates, inter-company loan agreements, drafting and execution of power of attorneys / authority letters, legalization of documents, opening of bank accounts, etc.
· Liaisoning with respective consultants for compliances
· Updation of records, creating and maintaining filing trackers
· Handled promoters demat accounts, including transfer, transmission of shares, maintenance of the accounts, etc.
· Compliances including filings for Limited Liability Partnerships
· Preparation of listing application after allotment of shares with the Stock Exchanges
· Assisted in Statutory audit (of KPIT as well as subsidiary companies by providing relevant data) and Secretarial audit
· RBI related-Preparation and filings of form FC-GPR & FC-TRS, ECB-2 returns
· Secretarial administration (maintaining various Board, Board Committees and general meetings minutes tracker, renewal of DSCs, etc.)

ACADEMIA
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	1
	Company Secretary
	
	---
	
	
	Institute
	of
	Company
	2015

	
	
	
	
	
	
	Secretaries of India
	
	

	2
	PGDBM
	Neville Wadia Institute of
	University of Pune
	
	2014

	
	
	Management Studies and
	
	
	
	

	
	
	Research, Pune
	
	
	
	
	
	

	3
	BBA
	Sinhgad
	College
	of
	University of Pune
	
	2011

	
	
	Commerce, Pune
	
	
	
	
	
	

	4
	HSC (Commerce)
	Sinhgad
	College
	of
	Arts,
	University of Pune
	
	2008

	
	
	Commerce  and
	Science,
	
	
	
	

	
	
	Pune
	
	
	
	
	
	
	

	5
	SSC
	Mount
	Carmel
	Convent
	
	---
	
	2006

	
	
	High School, Pune
	
	
	
	
	
	


· Pursuing Masters in Business Law from National Law School of India University.
IT Skills:

· Well versed with, MS – Office (Word, Excel and PowerPoint) and Internet Applications.
· Tally Certified.
· Completed ICSI Aptech course.

ACHIEVEMENTS


· Awarded with a WOW award at KPIT for completely handling Annual Report of KPIT & its Subsidiaries and Sustainability Report for FY 15-16.


· Complying with the new Companies Act 2013, Secretarial Standards, Listing Agreement and making modifications in the existing processes.
· Completed 2 Annual reports of KPIT & its subsidiaries of which one under the new Companies Act, 2013.
· Completed 1 Sustainability Report of KPIT.
· Successfully completed the name change processes of all KPIT entities.
· Awarded with 3 WOW awards at KPIT for Delighted Customer, excellent support and hardwork in ESOP, Annual Report, Board meeting preparation & RBI Compliances.
· Secured 3rd rank in Class XII
· Secured 5th rank in BBA.

EXTRAMURAL ENGAGEMENTS


· Participated in Fashion Show at Karandak (Annual event at Sinhgad College)-2011.
· Actively participated in Throw ball, table tennis (Annual event at Sinhgad College)-2008.
· Judged an event at Sinhgad College of Commerce

PERSONAL VITAE


	Date of Birth:
	2nd August, 1990

	
	

	Nationality:
	Indian

	Gender:
	Female

	Marital Status:
	Single

	Languages Known:
	English, Hindi, Marathi and Sindhi

	Location Preference:
	Pune
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Would be provided on request.

The above information is true, fair and correct to the best of my knowledge.

Date
Natasha 


