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SUMITA TIWARI                                                    
HNo.433/278, Balaganj,Chowk, Lucknow
Mob: 06387663216
E-mail:-tiwarisumi09@gmail.com
Objective: 
To work in a dynamic & sound work environment by leveraging my current knowledge & fostering creativity. Eager to explore learning opportunities, simultaneously contributing towards the achievement of organizational objectives.

 Academic Qualification:


	Exam
	Board
	College/Institute/University
	Year /Month of Passing
	Percentage(%)

	L.LB
	Lucknow University
	Lucknow University
	2012
	61%

	Company Secretary (Executive)
	ICSI
	Institute of Company Secretaries Of India
	2013
	54%

	B.com
	Lucknow University
	Lucknow University
	2008
	61%

	12th Class
	CBSE
	K.V. No.1 Pathankot
	2005
	68%

	10th Class
	CBSE
	K.V. No.1 Pathankot
	2003
	54%


Training Experience:

· Completed 5 months Management Training under practicing Company Secretary Mr. Saket Sharma, a leading Company Secretary of Kanpur from 13 Febraury 2014 to 02July 2014.
Company Law Matters:

· Preparation of documents for incorporation of Private as well as Public   
     Company.
· Preparing of documents form annual filing.
· Preparation of documents for change in capital, name, registered office   
      and object  clause of various companies.
· Preparing Search Report.
· Preparation of  Agenda and Board Papers for convening Board Meeting ,
     Annual General Meeting, Extra Ordinary General Meeting.
· Handling all secretarial matters like drafting of minutes of        

     Board/committee, Shareholder’s meetings and compliance related work
      u/s 274(1)(g) and form 24AA(pursuant to Section299)   
· Preparing documents for allotment of shares in a company.
· Handling the Share Transfer Process.

· Applying for Director Identification Number.

· Liaison with ROC, Banks ,Directors and Auditors of the company and 
     other departments of the company with regard to work related issues. 
· Preparing various agreements for the company.

Secretarial:
· Preparing Minutes Board Meetings, Annual General Meetings , Statutory   
      Meeting as well as Extra Ordinary General Meeting.
· Notice of Board Meeting, Annual General Meeting , Statutory Meeting as 
      Well as Extra Ordinary General Meeting.
· Preparing Annual Report.
· Drafting Resolution for various purposes.
· Filing all forms of incorporation.
· Filing Annual Forms.
· Filing forms for increase in authorized capital of the company, allotment
        of shares , name change, object clause.   
Special Assignments:

· Incorporation of private and public company.
· Compliances relating to change of name.
· Having a wide exposure in auditing matter related to stock Audit while being associated with Sahai & Associates, Lucknow.
· HCL Infosystems (Distribution & Stores Audit)

· Sheenlac Paints    (Concealed Stock Audit)

· L’oreal CPD Audit ( Activity Verification Audit
Other Activities:

Recruiting, Screening, Shortlisting the  Cv, conducting the interviews, hiring the candidate, taking induction, taking training, handling team .
      Working Experience:
· Two years  experience in Security company as an assistant manager Finance and Admin ( Fantastic 4 protection services  Pvt. Ltd )
· One year work in real  estate company as HR & Admin ( Blue havens Infra Developers Pvt. Ltd.)

· One Year experience (Solar  Manufacturing Company ) as HR & Accounts Head.

· Currently working in real estate company as a Hr Executive since April 2017 to October 2022
· Three months experience as Hr Manager in Edtech Company.
Computer Proficiency:

·    1 year computer diploma( Advance diploma in computer application)

·    Tally 7.2 to 9.0.

·    Accustomed to working in a computerized LAN enabled Environment.

·    Conversant in MS Office And windows.

·    Familiar with Internet Operations.

Strenghts:

· Ability to hard work and thrive in tough circumstances.
Weakness:

· Passionate about work.

Personal Profile:

Father’s Name
:
Dr. R.B.Tiwari
Date of Birth

:
18 March 1988
Gender

:
Female
Nationality

:
Indian
Languages Known
:
English, Hindi 
Strength

:
Leadership, cooperative, punctual.
Permanent Address
:          15/418 Sanjay Nagar, Saman Naka, Rewa 
                                                Dist: Rewa (MP), 486001
DECLARATION
This is to certify that all the above information given by me is true to the best of my knowledge.
Date
:   
Place
:    Lucknow
                                                                                        
(SUMITA TIWARI)
