






























 
 

OBJECTIVE 
 

To bring a dynamic and versatile portfolio of skills at workplace and to serve the organization 
with positive attitude and efficiency. 

 
EDUCATIONAL QUALIFICATION 

PROFESSIONAL 

Year Professional Course Institute / University 
2017 Associate Company Secretary 

Membership No. (ACS – A50879) 
The Institute of Company Secretaries of 
India, New Delhi. 

 
ACADEMIC 

 
• Graduated in B.Com from Badruka College of Commerce & Arts, Osmania University, 

Hyderabad completed in the year 2014. 
Marks secured: 86% 

• Passed Intermediate in C.E.C from St. Franceis Xavier’s Junior College, Barkatpura, 
Hyderabad completed in the year 2011. 
Marks secured: 800/1000 

• SSC from Good will high school, Hyderabad completed in the year 2009. 
Marks secured: 461/600 

 
WORK EXPERIENCE 

 
Internship 

 

• Worked as an Apprenticeship Trainee for 15 months under D. Hanumantha Raju & Co., 

Company Secretaries, Hyderabad. (D. Hanumanta Raju, Past President of ICSI) 

Professional Experience 
 

• Worked as Company Secretary in Vista Pharmaceuticals Limited, a Company Listed on 

Bombay Stock Exchange Limited (BSE) from 15.05.2017 to 18.08.2020. 

 
ASSIGNMENTS HANDLED 

 

Under Companies Act, 2013 

 Conducted Secretarial Audits of listed and public Limited Companies. 

 Preparation of Annual Reports for Listed Companies, Public and Private Companies. 
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 Conducted Board Meetings and GM’s including listed companies general meeting. 
 Conducted e voting at the General Meetings and prepared report of Scrutinizers. 
 Preparation of Notices, Agenda and Directors’ Report. 
 Preparation of minutes of Board Meetings and General Meetings. 
 Incorporation of OPC, Private, Public and Government Companies under Companies Act, 2013. 
 E-filing of various forms with the ROC. 
 Allotment of shares including Private Placement, Preferential Allotment and Right issue of 

Shares in Public and private company and Allotment of Compulsory Convertible Debentures. 
 Conversion of Loan into Equity Shares. 
 Change of management of companies. 
 Assisted in providing opinions on various corporate matters. 
 Annual filing in XBRL and Non XBRL mode for Listed Companies, Unlisted Public Companies 

and Private Companies. 
 Corporate Governance of listed company and prepared report on the same. 

 Carrying out bank due diligence and issuing report for the same. 
 Preparation of documents and filing of forms for Increase in Authorized Share Capital. 
 Shifting of Registered Office within local limits and from one state to another. 
 Change of name of the companies. 
 Appointment, change in designation, Cessation and Reappointment of Director and key 

Managerial Personnel In public, private and Government Company. 
 Preparation and Adoption/Alteration of Memorandum and Articles of Association under 

Companies Act, 2013. 
 Conducted online inspection of the records of the companies. 
 Matters related to creation/modification/satisfaction of charges. 
 Preparation of search reports (search and status report of charge). 
 Alteration in the name clause, object clause of Companies. 
 Secretarial work in relation to Execution of share transfer deeds, issuance of Share Transfer 

Certificate, maintenance of Shareholders registers. 
 Drafting Letters and Replies to ROC. 
 Preparation of Digital Signature Certificate. 
 Matters related to filing of DIN Application. 
 Passing of resolution by circulation by Board members. 
 Maintaining various registers of the companies. 
 Incorporation of Limited Liability Partnership. 
 Conversion of Company into LLP. 
 Preparation of Merger Petitions. 
 Preparation of Restoration Petitions. 
 Appointment of Director by back end method. 

 
Under Listing Agreement and SEBI (LODR) Regulations, 2015 

 Preparation of certificates and documents under SEBI (LODR) Regulations,2015 
 Taking care of all the compliance, regular and event based, prescribed under SEBI (LODR) 

regulations in relation to listed companies. 
 XBRL Filing (Regulation 31 and 33) under SEBI (LODR) Regulations,2015 
 Share Reconciliation Statements of Listed Companies. 
 Share transfer Audit under Regulation 40(1) of SEBI (LODR) Regulations, 2015. 
 Disclosures under Regulation 30(1) and 30(2) of SEBI (Substantial Acquisition of Shares & 

Takeovers) Regulations, 2011 
 Listing and Trading Approval for Equity shares with Stock Exchange. 

 
Under FEMA 

 Preparation and filing of Form FC GPR and FC TRS to RBI with regard to foreign currency 
 Filing of Foreign Assets & Liabilities Return. 



Others 

� Partnership firm Registration 
� Assisted in Import Export Code Registration 
� Filing of Annual Return with RBI for NBFC Companies. 
� Filing of Statutory Auditors Certificate with RBI for NBFC Companies. 
� Registration under Shop & Establishment Act, 1988. 

� Made various presentations on Annual Return & its Certification and Filing of Financial under 
XBRL mode, NBFC etc., 

 
TECHNICAL SKILLS 

 

• Operating System : Microsoft Windows2007/XP/Vista/2000/98 
• Office Software: Microsoft Office Suite 2003 & 2007 (Word, Excel, PowerPoint). 
• Accounting Software: Tally 7.2. 

 
STRENGTHS 

 

• Hard working. 
• Positive attitude, fast learner and easy adaptive to environment. 
• Dedicated, Friendly and can prove to be a good team player. 

 

EXTRA CURRICULAR ACTIVITIES AND ACHIEVEMENTS 
 

• Merit certificate holder for securing highest marks in Advanced Accounting in B.Com 2nd 
year. 

• Awarded with the Best PPT Presenter in 17th MSOP held at ICSI Hyderabad Chapter. 
 

PERSONAL DETAILS 
 

Father’s Name : Mr. Satyanarayan Upadhyay 
 

Date of Birth : 27th July, 1993. 

Languages Known : English, Hindi, Telugu, Marwari. 
 

Hobbies : Listening music, playing cricket. 
 

DECLARATION 
 

I hereby declare that the above furnished particulars are true to the best of my knowledge and 

belief. 

 

 
[ARJUN UPADHYAY] 



Brief Profile of Mr. Polimetla Ravi Prasad 
 

 

 
Mr. Polimetla Ravi Prasad is a B. Tech Graduate in Civil Engineering from 

Nagarjuna University and Post Graduate in Environmental Engineering & 

Management from Andhra University.  He is also a competent certified 

Project Management Professional. 

 

He has over 21+ years of rich and varied experience in the field of Civil, 

Industrial and Environmental Infrastructure.   

 

He brings with him good knowledge of Project Management, Planning 

and Costing, Project and Contract Management. He has been 

associated with Ramky Infrastructure Limited since 2003 and is presently 

designated as Head – Operations of the Company.  Prior to joining 

Ramky, he has worked with GMR Group and Soma Enterprises Limited.  

 

Brief Profile of Ms. Allam Rama Devi 
 

 

She is an Non Executive Director of the Company. She was appointed as 

an additional director on February 13, 2015. She is from the commerce 

background and brings with her rich experience of about 13 years in 

finance, accounts and human resource management 


