














SHWETA SINGH 

 

 

Cell:09720882297 

E-Mail:-shwetasingh2227@gmail.com 

CAREER OBJECTIVE: To pursue a growth oriented career with an 

organization, which offers opportunity to utilize acquired knowledge and 

professional skills while contributing towards the overall progress of the 

organization. 

EDUCATION: 

PROFESSIONAL CREDENTIALS: 

Member of  The Institute of Company Secretaries of India. 

Passed Professional programme of the ICSI in 2020 

Passed Executive programme of the ICSI in 2012 

Passed Foundation programme of the ICSI in 2010 

 

ACADEMIC CREDENTIALS : 

M.Com (finance) from CH.Charan Singh University, Meerut in 2016      

B.Com from University of  Delhi, Delhi in 2012                                           

12TH from ISC Board in 2009                                                                           

10th from ICSE Board in 2007 

 

PROFESSIONAL EXPERIENCE: 

 Company Name: Unimin India Limited. 

 Designation: Company Secretary 

Duration: From August 2021 to March 2022. 

Responsibilities:  

 Preparation of notices, agenda for Board Meeting, Shareholders 

Meeting, various committee meetings. 

 Ensuring post - meeting compliances. 

 Various e – forms for intimation/ approval to ROC. 

 Annual filing form, XBRL and filing of forms for respective events. 

 Compliance of with Rules and Regulation of Companies Act. 

 Any other compliances assigned by the Board of Directors. 

Company Name: Amit Verma & Associates. 

Designation: Company Secretary Trainee. 

Duration: From February 2017 to August 2018 

Amit Verma & Associates, a Firm of Company Secretaries having expertise in 

dealing with Secretarial, Legal work relating to Companies Act, Listing 



compliances, Registration & Compliances under various Corporate Laws, and 

services to companies etc. 

SKILLS: 

Creative abilities and quick learner. 

Effective communicator, written and verbal with excellent presentation skills. 

Ability to work in a team. 

Goal oriented. 

 
 

 

PERSONAL DOSSIER: 

 

Father's Name : Sh. Ishwar Pal Singh 

     Date of Birth : 19th November 1991 

     Marital Status : Unmarried 

     Gender : Female 

      Nationality  : Indian 

 Language : Hindi & English 

Permanent Address           :     A-26, Om Sai Santpura, Govindpuri,  

                                                     Modinagar, Ghaziabad.   PIN- 201204 

                                                     U.P. 
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