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Contact No.: +91-9910604868
E-mail: wasonneha1407@gmail.com
CAREER OBJECTIVE
To pursue a dynamic and challenging career with an organization of repute, which offers an opportunity to utilize acquired knowledge and enhance my professional skills while contributing towards the overall success of the organization.
PROFESSIONAL SYNOPSIS
· Currently working as a Company Secretary with ‘Tapasya Group’ having post qualification experience of                   2 years & 6 months in secretarial and corporate affairs handling more than 75 Companies (including Listed, Unlisted Public and Private Companies).
· Worked as a CS Management Trainee with Radico Khaitan Limited, BSE & NSE Listed Company from April 2013 to July 2014.
ACADEMIC & PROFESSIONAL CREDENTIALS

	Course
	Institute/University/Board
	Year
	% (Percentage)

	CS
	The Institute of Company Secretaries of India
	June 2015-Member of ICSI
	58%

	B.Com
	University of Delhi
	2009-2011
	52%

	XII
	C.B.S.E.
	2008
	78%

	X
	C.B.S.E.
	2006
	76%


WORK EXPOSURE
Exposure under SEBI (Listing Obligations and Disclosure Requirements) Regulations, 2015

·  Worked on annual report of Listed Company;
· Well versed and familiar with quarterly, half-yearly and annual compliances as per SEBI (LODR) Regulations, 2015.
Exposure under Companies Act, 2013

· Incorporation of LLP and conversion of Company into LLP;
· Incorporation and Registration of Private Companies;
· Alteration in MOA & AOA;
· Shifting of Registered Office of the Companies;
· Application and surrender of DIN;
· Appointment & Re-appointment of Director & Managing Director;
· Increase in Authorized Share Capital;
· Increase in Paid up Share Capital by way of Right Issue & Private Placement;
· Conversion of Public Company into Private Company;
· Appointment of Auditors;
· Worked on Secretarial Audit;
· Drafting of Resolutions;
· Drafting of Notices & Agenda of various Meetings;
· Prepared Minutes of the Board Meeting, Annual General Meeting, Extra Ordinary General Meeting  and Statutory Registers as per Companies Act, 2013;
· Handled work related to share transfer, split and consolidation of Share Certificates;
· Prepared notice and Director's Report and filing of Balance sheets and Annual Returns of more than 75 companies in the group;
· Well versed with XBRL filing and E-Forms filing of various Listed and Unlisted Public & Private Companies to the ROC;
· RBI Compliances (Yearly/Half Yearly) of Non-Banking Financial Companies not taking deposits;
· Submission of NBS-9 returns to RBI;
· Prepared replies in response to letters received from various authorities such as Registrar of Companies/SEBI/Reserve Bank of India/Stock Exchanges.
IT FORTE 
· Well versed with MS Office (Word, Excel and PowerPoint) and Internet Applications.                 

· Familiar with MCA, SEBI, BSE and RBI websites.

STRENGTHS
· Passionate towards work

· Professional and decent behavior

· Flexible

· Punctual
PERSONAL DOSSIER
Date of Birth: 25th April 1990
ICSI Membership No.: A40023
Language Proficiency: English & Hindi

Mailing Address: B-34, Sector-47, Noida-201301
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