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CURRICULUM VITAE

CAREER OBJECTIVE
Legal and Corporate Management Professional with five years experience in legal, regulatory and statutory compliance, corporate governance, legal research and contracts administration  endowed with good interpersonal and organizational skills open to Company Secretary/ Legal Counsel position with  long term aspiration of senior management role.
CAREER HISTORY
Dec 2009 onwards

G. Raman Pillai FCS, Practicing Company Secretary, Trivandrum.
Associate Company Secretary

From  June 2008  to Nov 2009
KERALA MINERALS AND METALS LIMITED, INDIA
Worked as a Company Secretary @ www.kmml.com
Secretarial Department

· Prepared Directors report.

· Organized Board meetings

· Prepared Legal compliance statement

· Handled Board communications with the government. 

· Prepared Agenda and Notes, Minutes etc for Board meetings.

· Did Electronic-filing under the MCA-21 project. 

· Prepared Corporate Vision and Mission Report

Finance and Accounts Department

· Prepared annual budget

· Finalization of annual accounts

· Assisted in preparing costing report for cost audit.

· Assisted with Internal, Statutory and Tax audits. 

· Prepared bank reconciliation statements for domestic and EEFC accounts.

· Export documentation, L/C opening

· Payroll Accounting

· Prepared Annual Report

· Capitalization of Assets

· Verified Works Contract for Service Tax.

· Prepared Monthly production Report

Legal and Projects Department

· Drafted MoU for setting up Mineral research Unit.

· Administered Joint Venture Agreement of Titanium Sponge Unit.

· Follow up on Legal Issues pending before various courts.

· Handled Tender Processes relating to Expansion Projects

· Issue of Legal Notices and processes
HR Department

· Prepared Advertisements and processed applications for recruitment.

· Assisted in conducting Disciplinary proceedings against delinquent employees

· Handled communications with Government and outside agencies.

· Administered Labor Legislations and ensured their compliance

· Drafted employment contracts and administered Standing Orders.

· Administered Provident, Gratuity and Pension Funds

From Jan 2007 till May 31st 2008
MUTTATH KNOWLEDGE MANAGEMENT SERVICES, INDIA, MALAYSIA.
 LEGAL EDITOR of the flagship publication http://www.malaysianlegalalert.net/
· Trained a group of Assistant Legal Editors 

· Legal and content editing 

· General and Office administration.

· Implementation of personnel policy

· Publication of Malaysian Legal Alert and Wednesday Analyses
From Jan 2006 to Dec 2006
Practicing Lawyer. 
ACADEMIC QUALIFICATIONS
· ACS from Institute of Company Secretaries of India, New Delhi.
· LL.B from the University of Kerala, Government Law College, Trivandrum. Passed with First Class
ADDITIONAL QUALIFICATIONS & TRAINING


· ICSI - NIIT Certificate on IT in Corporate Environment.

· MS Office-Internet, Skilled in working with Word, Excel, Power Point, Outlook.
· MSOP, Registrar of Companies Training.
PERSONAL DETAILS

Date of Birth
: 

29 May 1981
Marital Status                                              :


Married
Passport Details 
Passport No



         :

H9865934
Place of Issue



         :

Trivandrum

Date of issue



         :

04/05/2010
Date of expiry



         :

03/05/2020
I do certify the above mentioned details are true and correct to the best of my knowledge and belief. Reference can be provided on request.

