
 
Caspian Impact Investments Private Limited ("CII") is a private limited company and registered with the 
Reserve Bank of India as a Non-Banking Finance Company. CII is an Indian multi-sector social impact debt 
provider that invests in institutions across sectors including microfinance, small business financing, food 
& agriculture and affordable housing. 
 
 

Job Title: Company Secretary 

Reporting to Manager/Head – Legal & Compliance 

Job Location: Hyderabad 

Education & 

Experience 
Qualified Company Secretary with 4-5 years. Preference will be given to candidates 
with experience in NBFC and financial services. 

Job Description 

 Organising and preparing agendas and background papers for board meetings, 
committees and general meetings; taking minutes, drafting resolutions, lodging 
required forms and annual returns with the Registrar of Companies; following 
up on actions from the previous meetings 

 Ensuring the secretarial compliance under the Companies Act, 2013, the SEBI 
(Investment Advisers) Regulations, 2013, the RBI Act, the AP Shops and 
Commercial Establishment Act, 1988, the Andhra Pradesh Tax on Professions, 
Trades, Callings and Employments Act, 1987 and other applicable statutes; 

 Assisting the legal team in drafting, reviewing and updating the loan documents 
and other transactional documents to be executed by the Company and its 
affiliates 

Specific Tasks 

Company Secretary Activities 
 Dealing with correspondence, collating information and writing reports, 

ensuring decisions made are communicated to the relevant company 
stakeholders; 

 Contributing to meeting discussions as and when required, and advising 
members of the legal, governance, accounting on the provisions of the 
Companies Act, 2013; 

 Drafting and filing of letters, applications and replies to the queries of RBI, RoC, 
SEBI and other regulatory agencies; meeting and liaising with regulatory 
authorities including the ROC and RBI officials on an as needed basis. 

 Liaising with regulators and advisers, including RBI, SEBI, RTA, Stock Exchange, 
debenture trustee, law firms and statutory and internal auditors; 

 Developing and monitoring the systems that ensure the company complies 
with all applicable codes and polices;  

 Updating the compliance calendar and ensuring compliance of the existing 
policies and directions given by the Board; coordination with other members 
of the team to ensure timely compliance and reporting to statutory authorities, 
investor and others, as mandated in the compliance calendar;  

 
Loan Transactions 
 Assisting the legal team in drafting, reviewing and updating the loan documents 

and other transactional documents to be executed by the Company and its 
affiliates 



 Preparation and filing of necessary forms and returns with RoC, including co-
ordination with borrower companies for filing of Form CHG-1 for registration 
of charge, registration of equitable mortgage, etc.   

 Monitoring changes in relevant legislation and the regulatory environment and 
taking appropriate action; 

 
Any other allied activities of secretarial / legal functions of the Company as and 
when required 
 

Direct Reports None 

Desired Skills 
 

 

 Proficiency in MS Word, MS Excel 

 Proficiency in analyzing Financial Statements 

 Ability to perform under tight timelines 

 Excellent verbal and written communication skills 
 

Travel < 10% 

Remuneration In line with market 

 
Candidates who are interested in applying for the position may send their CV to info@caspian.in with the 
subject “Application for the position of Company Secretary”. 
 
Please note that only shortlisted candidates will be called for interview. 
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