
VACSNCY FOR COMPANY SECRETARY 

Role Title Manager – Legal and Secretarial 

Reporting To CE 

Department Legal and Secretarial 

Location Yavatmal 

Education Qualification CS Final Pass, having ICSI Membership Number 

Purpose  

Assist CE in managing Legal, Compliance, Regulatory and Secretarial related activities. 

Key Responsibilities 

Responsibilities 

Legal 
 Assist the Head in preparation of periodic reports on changes in the legislation and 

laws and  their implications; 
 Assist other Departments in various matters related to legal compliance to 

ensure oversight / errors in such activities; 
 Co-ordinate with external legal experts / counsels to provide guidance and advice 

and handle legal matters including litigations; 
 Assist the Practice Head in resolving all legal queries within the desired timelines; 
 Monitor status of dispute settlements / litigation cases and provide updates to the 

Management; 
 Vet the contracts drafted by other Departments and assist them in preparing the 

contracts;  
 Draft timely response to the notices received from Courts or other queries raised by 

external agencies which need legal intervention; 
 Maintain safe custody of all original documents related to legal. 

Secretarial 
 Assist the Head in arranging periodic and timely Board Meetings; 
 Timely submit the information required for compliance with the relevant authorities; 
 Assist the Head in ensuring compliance with the statutory requirements and 

regulations prescribed by Company Law Board and Companies Act and all other 
applicable legislations 

 Drive safe custody of original agreements, contracts, major court orders, certificate 
of incorporation of company, commencement of business, licenses and approvals 
and all regulatory filings / reports, as applicable. 

Administration 
 Design standard processes, including defining SLAs and TATs for delivery of 

Administration services; 
 Identify and select vendors for procurement of various items and services, negotiate 

payment terms to ensure preferential rates for the Organization;  
 Monitor the services delivered by vendors for ensuring effective management of the 

entire Office infrastructure and facility; initiate action in case of non-performance; 
 Ensure all day-to-day office services such as cleaning, pantry, security, courier 

service, mail service etc. are delivered effectively; 
 Ensure timely provision of facilities such as workstation, seating, stationary, phone, 

identity cards and Internet/LAN access to employees. 
Others 

 Support MPC in developing capabilities in managing Legal and Secretarial activities; 
 Timely prepare and circulate Department MIS/update reports. 

Intrested candidates may please send their CV at Email: priya.kamble@indujaamilk.com 
Contact Number: 9112203826 
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