
       

KERALA PUBLIC ENTERPRISES (SELECTION & RECRUITMENT) BOARD
Vellayambalam, VikasBhavan P.O,Thiruvananthapuram

E-mail : kpesrb@gmail.com   Tel : 0471-2995042

NOTIFICATION

CATEGORY NO: 064/2025

Opening Date: 26-06-2025 Closing Date: 26-07-2025

Name of the PSU/Department : Keltron Component Complex Limited
(KCCL)

Name of the post : Company Secretary

No. of Vacancy : 1

Category of the PSU/Department : D

Post Type : Contract

Consolidated Pay : 65,000

I. COMPANY/DEPARTMENT PROFILE:

Keltron Component Complex Limited (KCCL), established on 8 October 1974 in collaboration with
Sprague Electromag, Belgium, and KSEDC, manufactures Aluminium Electrolytic Capacitors, MPP
Capacitors,  Film  Resistors,  and  Piezo  Electric  Crystals.  It  is  jointly  owned  by  the  State
Government, KELTRON, financial institutions, and the public, and functions under the Department
of Industries and Commerce, Government of Kerala.

II. JOB DESCRIPTION AND RESPONSIBILITIES:

Convening  and  providing  administration  for  Annual  General  Meetings  (AGMs):  for  example,
preparing  agendas,  minutes,  conveying  decisions  and  handling  meeting  correspondences.
Providing  legal,  financial  and/or  strategic  advices.  Ensuring  compliance  to  all  statutory  &



regulatory requirements, implementation Board decisions. Maintenance of secretarial records,
statutory books & registers, any other responsibilities allocated including internal audit and legal
matters.

III. ELIGIBILITY:

1. QUALIFICATION:

Associate Membership (ACS) of the Institute of Company Secretaries of India.

2. AGE LIMIT:

Maximum age of 40 years as on the date of Notification.

3. EXPERIENCE:

Candidates are required to have a minimum of 3 years post qualification experience in the
capacity of Company Secretary in a reputed organization having an average minimum turnover
of Rs.50 Crores during three financial  years preceding the calendar year in which the post
advertised is considered.

4. DESIRABLES:

Experience in a public listed company, PSU, Central PSU.

5. APPLICATION FEE:

Rs.1000/-, For SC/ST Candidates : Rs.250/-

6. SPECIAL NOTE:

Ensuring  compliance  with  statutory  and  regulatory  requirements  and  implementing  best
practices in corporate governance. Organizing and facilitating Board and Committee meetings,
including preparing agendas, collating Board papers and taking minutes. Advising Directors and
Members of the senior leadership team on corporate governance matters. Keeping up to date
with  regulatory  or  statutory  changes and policies that  might  affect  the organization.  Filing
statutory returns and maintaining statutory registers. Liaise with external professionals, such
as lawyers, auditors, and regulatory authorities, to ensure compliance with legal and regulatory
requirements. Support the company in maintaining its ethical standards and compliance culture.

IV. NOTE TO APPLICANTS:

1. The applicants are required to go through the notification carefully and satisfy themselves
about their eligibility for this recruitment before applying
2. Admittance to the interview will be provisional only. The Interview Board will have the right not
to evaluate the performance of the candidate if material discrepancy is found regarding the



applications/credentials  at  the  interview stage.  The  candidature  of  such  candidate  will  be
rejected.
3. Candidates shall submit their applications via online mode only. Applications submitted via any
other medium will be summarily rejected.
4. Candidates must upload their essential qualification and essential experience certificates
while applying. Those who fail to upload the certificates shall be summarily rejected.
5. Candidate should provide a valid email ID and mobile number as all correspondence pertaining
to recruitment will be communicated by the email address and mobile number provided at the
time of filling online application.
6. Relaxation in upper age limit is applicable to the eligible candidates as per rules.
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