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E-Mail:





Career Objective
To carve out a niche for myself in the corporate world as a Company Secretary in an organization of repute where I can prove my abilities and talent and to work in the secretarial, legal, finance and other related operations and to contribute towards organizational and personal growth. Always willing to take high level initiates and can do multi tasking.

Apprenticeship Training
______Months Apprenticeship Training under ______________ Practicing Company Secretary, _________ from _____________ providing service and consultancy in Accounts, Company Law, Finance and Secretarial Audits
Role:
· Assisted in E-filing of forms, obtaining DIN and returns etc

· Assisted in Incorporation of Companies

· Maintenance of statutory registers, Recording and maintaining transfer,
· Assisted in preparation of Notices, Agenda and Directors’ Report

· Assisted in preparation of minutes of Board and General Meetings

· Assisted in increase of Authorized and Paid up capital of the Company

· Preparation of Documents regarding Increase in Authorised Share Capital, Change of name of Company, Change in Registered Office

· Preparation of various E – Forms i.e. Form 32, 18, 23, 1, 5, 2, 8, etc.

· Preparation of  Annual Filing Documents i.e. Notice, Director Report, Annual Return and Form 23AC, 23ACA, 20B, 66.

Professional Qualification
· Passed C.S. Foundation Examination in______
· Passed C.S. Executive Examination in______
· Passed C.S. Final Group-1______
· Passed C.S. Final Group-3 and 4______
Educational Qualification
· Passed B.Com in ______ from______University, ______with ______% 

· Passed Intermediate (Commerce) in ______ from______ Board with ______% 

· Passed High School from ______ Board in ______ with ______% 

Computer Proficiency

· Completed Computer training as prescribed by the Institute of Company Secretaries of India  

· Familiar with the MCA portal and websites of other authorities like CLB, SEBI, etc.

Strengths                   
· Sincere in the work assigned
· Quick learner of difficult things
· Can handle work pressure
Personal Details:

Father’s Name                     :    
  ______
Date of Birth                       :       ______
Marital Status                      :       Single

Languages Proficiency          :       English and Hindi

Address                              :    
______
Hobbies


      :      ______
References
Available on request
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