
Job Description: Whole-time Company Secretary  
 

Email: CFO-gpidcl-gnr@gujarat.gov.in 

Position Whole-time Company Secretary 
Employment Contractual for a period of 5 Years 
Remuneration Up to 20 Lakhs. The remuneration will be commensurate 

with qualification and experience. 
Experience 5+ years of experience after the completion of CS 
Qualification Must be a Member of the ICSI 

JOB DESCRIPTION 
▪ Company Secretary (CS) is a Key Managerial Position that holds the 

primary responsibility of ensuring the companies are 100% compliant. 
The position is a key role in managing the company's governance and 
reputation risk. 

▪ Work as the Company Secretary of the Company and handle statutory 
compliance thereof. 

▪ To handle Secretarial department independently. 
▪ Coordination with internal and external stakeholders. 
▪ Conducting secretarial due diligence of the companies. 
▪ Drafting/preparation of Board and Committee Notes, Notice, Minutes, 

Circular Resolutions, General Meeting Notice, Directors Report of 
GIFTCL and its subsidiaries. 

▪ Convening and conduct the Companies AGM/EGM, Board Meeting, 
Committee Meetings. 

▪ Responsible for general law compliance of the company. 
▪ Filling of various forms, Intimations, returns with MCA, as may be 

required under the Company's act. 
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▪ Handling Merger/Amalgamation formalities as per business requirement. 
▪ Well versed with offer and issue of securities viz Rights Issue and 

Private Placement offer. 
▪ Maintenance of statutory registers and records of the Company as per 

the requirement of Companies Act 2013. 
▪ Applying / updating DIN, DSC and ensuring timely renewals. 
▪ Preparing disclosure and declaration for directors and KMP. 
How To Apply:  Interested applicants may kindly apply online by filling the application 

form by visiting ‘Career Section’ of our company website: https://gmbports.org/ on or 
before 03rd October, 2024 by 18:00 hrs. 

 

Applicants can also send their CV with application by courier/ post at Registered Office at 
“GPIDCL, 06th Floor, Sagar Bhavan, Opp. Airforce Station, Sector- 10A, Gandhinagar- 
382010 on or before 03rd October, 2024 

 


