AP INDUSTRIAL CORRIDORS INFRASTRUCTURE DEVELOPMENT
CORPORATION LIMITED
IHC Corporate, 15t Floor, Mangalagiri, Guntur, Andhra Pradesh

Job description for the post of Company Secretary’ on APICDC Regular

rolls for Head Office

Company Profile:

AP Industrial Corridors Infrastructure Development Corporation Limited (APICDC)
is a Joint Venture Company established pursuant to the Shareholder's Agreement
executed between National Industrial Corridor Development and Implementation
Trust (NICDIT) representing Government of India and AP Industrial Infrastructure
Corporation Ltd representing Government of Andhra Pradesh with 50%
shareholding held by each and having its registered office 1st Floor, IHC Corporate,
Plot No 3,4 & 6, Industrial Park, Mangalagiri, Andhra Pradesh, India - 522503.

The Company was incorporated on 07/08/2018 under the provisions of the
Companies Act, 2013.The Company is engaged to carry on the business of
development, implementation and maintenance of an Industrial Township Project,
Trunk Infrastructure and the Strategic Projects at Krishnapatnam Industrial Node
spreading across the Tirupati District (Formerly in SPSR Nellore and Chittoor
Districts) under Chennai Bengaluru Industrial Corridor (CBIC) Orvakal Industrial
Node in Kurnool District under Hyderabad Bengaluru Industrial Corridor (HBIC),
Kopparthy Industrial Node in Kadapa District under Vizag Chennai Industrial
Corridor (VCIC) in the State of Andhra Pradesh and any other Industrial node(s)
under any of the three corridors viz., Chennai Bengaluru Industrial Corridor (CBIC),
Hyderabad Bengaluru Industrial Corridor (HBIC) and Vizag Chennai Industrial
Corridor (VCIC) in the State of Andhra Pradesh.

S. | Name of | Academic Qualification, Educational | No. of Mode of
No. Post Qualification and Experience Positions|Recruitment
1. | Company | Academic Qualification: Should have 1 Regular
Secretary | any graduate degree. (One)
(CS)

Professional Qualification: Fellow
Membership of the Institute of Company
Secretaries of India (ICSI).

Additional Qualification: Candidates
having LLB degree shall be given
preference.

Experience: Minimum 07 to 10 years of
post-qualification experience with
Secretarial responsibilities.

Preference will be given to a candidate who
have experience of working in a
Government/PSU setup and in
Infrastructure sector.




Job description and key responsibilities:
e Responsible for the effective and efficient administration of the organization and

certifying the Organization’s compliance with the provisions of the Companies
Act and other statutes and bye-laws of the organization.
Facilitate the Annual General/Extraordinary Meetings, Board meetings,
Committee Meetings and to maintain a correct record of proceedings. To handle
Board, Committee & General Meetings and implement the decisions taken by the
Board/Committee/Members.
Preparation of the agenda and other documents for all the meetings organized.
Preparation of Directors report and its attachments, corporate governance
report, Annual Report of the organization etc.
Provide to the Directors of the organization required guidance in discharging
duties, responsibilities and powers.
Responsible for the custody of the seal of the organization and for the approval
and signing of Agreement leases, legal forms, and other official documents on
the organization's behalf, when authorized by the Board of the Directors or the
Executive responsible.
Liaise and follow up with regulatory authorities / external agencies on behalf of
the organization. To ensure compliance of the provisions of Companies Act, as
well as compliance of Government of India guidelines/orders/State Guidelines.
To carry out all matters concerned with the allotment of shares, maintenance of
Statutory Records and Registers.
To prepare, approve, sign and seal agreement leases, legal forms, and other
official documents on the company's behalf, when authorised by the Board of
Directors responsible.
To provide legal input and advice on implementation of various policies and rules
etc, handle legal matters of the Company and to advise Management
appropriately on legal agreements and contracts, whenever required by
coordinating and maintaining good relations with various internal and external
bodies including statutory authorities, Government agencies etc.
To supervise the process of managing activities relating to any legal disputes
against the Company.
Keep abreast of changes in Company Law requirements.
Any other tasks as assigned by the Management from time to time.
Legal obligations of secretary:
e Filling of various documents/returns required under the provisions of the
Companies Law and other legislations.
e Proper maintenance of books and registers of the company as required
under the provisions of the Companies Law.
e To issue notice and agenda of Board meetings to every director of the
company and of the general meetings to the shareholders.
e To record and keep the minutes of the proceedings of the meetings of the
directors.

Eligibility

i. Nationality/Citizenship: Candidate must be a Citizen of India.

i. Age: Not more than 40 years of age as on the last date of submission of
application.



Designation, Reporting & Job Location:
The designation shall be "Company Secretary”. Reporting will be directly to the

Managing Director of APICDC. The job location will be Mangalagiri, Guntur District,
Andhra Pradesh and may require travel as per the job requirements.

Knowledge and Skills:

Must possess strong domain knowledge and understanding of Corporate Laws,
Corporate Governance, contract laws, registration, stamping, FEMA etc.

Drafting of various agreements and contracts of the Company.

Skills in organising resources and establishing priorities.

Analytical reasoning and decision-making ability.

Ability to foster collaborative work environment in a multi-cultural and multi-
ethnic environment.

Strong interpersonal skills and the ability to work effectively with wide range of
constituents in a diverse community.

Ability to communicate effectively, both orally and in writing.

Designation, Reporting & Job Location:
The designation shall be “"Company Secretary”. Reporting will be directly to the

MD, of APICDC. The job location will be Mangalagiri but may require travel.

CTC Per Annum:
Range: Rs.15 Lakhs to Rs.18 Lakhs (Salary based upon the suitability of the
Candidate is negotiable).

B. General Conditions:
a.

b.

Mere fulfilling the terms and conditions, requirement/qualifications will not vest
any right on the candidates to be called for Interview.

Additional weightage may be given to candidates having additional relevant
qualifications.

Candidates, need to submit the employment proof for their present employment
including the Joining/Appointment Letter, Pay Slips for the last three months, and
Experience Certificates for the previous employments. For the purpose of
reckoning post-qualification experience, experience shall be counted from the
date of obtaining Membership of the Institute of Company Secretaries of India
(ICSI). Applications of Candidates not fulfilling this eligibility criterion shall not be
considered. Appointment shall be subject to Service and Conduct Rules of the
Company as may be framed from time to time.

. The Company takes no responsibility for any postal delay. Application received

after due date shall be summarily rejected.

The Company has the right to reject any application/candidature without
assigning any reason and the decision of the Company shall be final.

Canvassing in any form will be a disqualification.

g. Any changes/modifications in the advertisement will be placed on the Company's

website only. Candidates applying for the post are advised to visit the websites
regularly.

. Communication shall be sent at the Present Address mentioned by the Candidate

in the application form.



i. In case it is detected at any stage of recruitment that a candidate does not fulfil
the eligibility norms and/or that he/she has furnished any incorrect/false
information/certificate/documents or has suppressed any material facts, his/her
candidature will stand cancelled. If any of this shortcoming(s) is/are detected
even after appointment, his/her services are liable to be terminated.

j. Interviews of shortlisted candidates will be at Mangalagiri, Guntur only.
Candidates will have to make their own arrangements for travel and stay.

k. Any resulting dispute arising out of this advertisement shall be subject to the sole
jurisdiction of the Courts situated in Vijayawada.

Duration of Probation: The selected candidate shall be placed on probation for a
period of one (01) year, which may be extended for an additional period of one (01)
year based on the candidate’s performance.

Selection Process:

e The qualified incumbents may be taken under the payroll of "AP Industrial
Corridors Infrastructure Development Corporation Limited". Joining will be on
immediate basis after selection.

e Personal Interview.

Documents Required:
The candidate should note that it is mandatory to submit the following documents

(Hardcopy) along with photocopies of each document self-attested in below

sequence:

a. Application form in prescribed format with recent passport size photograph.

b. Matriculation certificate (for age proof).

c. Certificated and mark sheets in support of required educational/technical
qualification.

d. Certificate in proof of experience clearly indicate the length and field of
experience.

e. Copy of the appointment letter in support of appointment to the post in the
organization in which currently working along with valid identity card/current
payslip issued by the organization.

f. No objection certificate if the candidate is working in any government
department.

g. Updated CV (Absolutely Mandatory).

h. Application form along with all the mentioned documents to be submitted by
preferably (Speed post/Registered post/Courier/E-mail only).

NOTE:

1. Candidate must apply with subject line “Application for the post Company
Secretary” written on the envelope.

2. Applicants are required to have a valid personal Email ID and Mobile Number.
It should be kept active during the entire procedure of this recruitment. In
case, a candidate does not have a valid personal email ID, he/she will create
his/her new Email ID before applying.

3. Applicant will be informed about the interview date through Email/Phone
message, therefore regularly check mail Id, failing of which is not the



responsibility of the Center.

4. Applicant will carefully fill-up the complete details in the prescribed application
form with recent color photograph and signature of applicant at appropriate
places as per instructions contained in the application format.

5. It is mandatory to submit the prescribed application form along with the self-

attested copies of all required certificates in support of qualifications and

experience.

No TA/DA will be paid by the company for attending personal interview etc.

Only selected candidates will be informed about their selection in due course

on completion of their selection process and no other correspondence on the

subject will be entertained.

8. After selection the candidate will be fixed on minimum remuneration (for where
range is given) as prescribed above and entitled for yearly increment.

9. Candidate must ensure that he/she shall fulfill all the eligibility criteria as laid
down in this vacancy notice. His/her candidature will be purely provisional
subject to eligibility and other verification before or after his/her contractual
appointment.

10. Applicants should note that their appointment on the post will not confer any
lien and/or right on selected candidates for regularization of his/her service or
grant of any other benefit allowed to regular employees.

11. Experience gained after obtaining the minimum educational qualification
prescribed for the post will be taken into consideration for ascertaining
eligibility for the post.

12. The shortlisted candidate, working in permanent positions in Govt.
Establishments, State Government, Universities and Autonomous Bodies, will
be allowed to appear for interview only if he/she brings No Objection Certificate
from his/her present employer.

13. Verification of documents:

a. The candidate appearing for interview shall be required to produce original
documents related to educational qualification, experience and caste
certification for verification and also to submit self-attested photocopies. If
the identity of the candidate is in doubt or he/she is not able to produce
the requisite documents or there is mismatch of information in the
documents or any other claim made in the application found incorrect, then
he/she will not be allowed to appear in interview and his candidature will
be treated as cancelled.

b. Candidates are advised in their own interest that they should not furnish
any documents/information that are false/incorrect/fabricated and if found
so even after selection, their services will be terminated.

N o

How To Apply & Last Date:

The last date of submission of the application form with required self-attested
documents in proof of educational/ professional experience is on or before 6:00
PM of 05t June 2026 by the Speed Post/Registered Post/Courier/E-mail only.

No late application will be entertained after this mentioned date and time. The
address for sending the application form is below:



The Managing Director, APICDC, 1t Floor, IHC Corporate, Plot No.3,4 &
6, Industrial Park, Mangalagiri, Guntur, Andhra Pradesh - 522503.

For Submission through Email: managerhr@apicdc.in

Disclaimer: This is not a Government job as APICDC is not a Government
Company.
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