
 

NEPA LIMITED : NEPANAGAR (MP) 
(A Govt. of India Undertaking) 

Engagement of Company Secretary on Fixed Tenure Appointment 
(FTA) Basis 

Advertisement No.02/2026      April 13, 2026 

Nepa Limited, a Pioneer Newsprint Manufacturing CPSU, under Ministry 
of Heavy Industries, invites application for Company Secretary on Fixed 
Tenure Appointment (FTA) Basis from qualified and experienced 
professionals for a period of 2 (Two) Years. The tenure can be extendable 
by 1 (One) Year at a time up to a maximum period of 3 (Three) Years 
subject to performance of the individual and requirement of the 
Company.  

JOB SPECIFICATION 

Post Company Secretary on FTA Basis 
No. of Post 1 (One) 
Consolidated 
Remuneration 

Rs.45,000/- (all inclusive) Per Month 

Upper Age Limit 32 Years 
Qualification 

 
Essential Associate Member of Institute of 

Company Secretaries of India 
Desirable LLB/CA/CMA/MBA (Finance) 

Experience Minimum 2 years post qualification experience of 
any firm or self practice. 

Job Profile The candidate should have experience of 
independently handling matters such as organizing 
meetings of share holders, Board of Directors and its 
Committees, presentation of Board Memoranda/ 
Agenda. Should also have adequate experience in 
dealing with the offices of Company Law Board, 
Registrar of Companies, RBI etc. including 
statutory compliance under the Companies Act and 
other Corporate Laws. Profound grasp of Company 
Law matters to meet all the legal requirements and 
statutory compliance of the Company, Secretarial 
practice, Secretarial Audit, diverse areas of law and 
corporate governance should have exposure in 
dealing with ROC.  

 
 

 

 



 

Terms and Conditions 

 

Required essential qualification, experience and age limit for the position 
of Company Secretary on FTA Basis is indicated above. Age limit and post 
qualification experience should be as on 15.04.2026.  
 

 
 

The post is purely temporary in nature and offered on Fixed Tenure Basis. 
Selected candidate will be initially engaged on FTA basis for a period of 2 
(Two) Years. The tenure can be extendable by 1 (One) Year at a time up to 
a maximum period of 3 (Three) Years subject to performance of the 
individual and requirement of the Company. No representation for 
permanent appointment or extension of tenure is admissible. 

 
 
 

Relaxations for SC/ST/OBC/PWD/Ex-servicemen candidates will be as 
per Government Directives and Certificate for the same should be 
submitted with the application duly issued by the Competent Authority. 
The OBC candidates who belong to “Creamy Layer” are not entitled for 
relaxation admissible to OBC-NCL candidates and such candidates will 
have to indicate their category as Unreserved (UR) / General. 
 

 
 

Selection will be made through interview of shortlisted candidates by 
online or physical.  Merely fulfilling the eligibility criteria does not entitle 
the candidate to be called for interview.  Nepa Limited reserves the right 
the raise the minimum eligibility standards etc. in order to restrict the 
number of candidates to be called for interview, commensurate with the 
number of vacancy.  The decision of Nepa Limited in this regard will be 
final.  
 
Eligibility criteria can be relaxed for outstanding candidates.  
Management’s decision will be final in this regard. 

 
 
 
Rs.45,000/- (all inclusive) Per Month and will not be entitled to any 
other perquisites apart from the consolidated remuneration. 
 
No TA/DA shall be admissible for joining the assignment or on completion 
of the assignment. However, during the tenure, will be reimbursed TA/DA 
applicable as per Rules of the Company, in case deputed for outstation 
duty. 
 
Company accommodation on normal rent basis subject to availability. 

Qualification and Experience 

Relaxation 

Selection Procedure 

Remuneration 

Contract period 



 

 
 
 

Candidates fulfilling the above requirements only should submit their 
application in the prescribed format duly signed and affixing latest 
passport size photograph along with self attested copies of the following 
testimonials/documents: 
 Document in support of date of birth proof. 
 All certificates/testimonials in respect of qualifications from 

matriculation onwards. 
 Caste certificate/PWD proof as the case may be. 
 Experience certificate/documents issued by employer in support 

of experience as mentioned in application form failing which 
candidature will be immediately rejected. 

 NOC/forwarding letter in case candidate employed in 
PSU/Central/State/ Semi-Government organizations. 

 
Candidates should ensure that they submit all the documents mentioned 
above. In the event of failure, candidature of such candidate shall be liable 
to be rejected. 
 
Persons discharged/dismissed from service on disciplinary grounds from 
any organization need not apply. 
  
Before applying, candidates should ensure that he/she fulfils the 
requirements mentioned in the advertisement.  The company would be 
free to reject any application at any stage of the engagement process if the 
candidate is found ineligible. 
 
Application format may be downloaded from Company’s website 
www.nepamills.co.in.  
 
Application complete in all respect in prescribed proforma along with the 
self attested testimonials documents send through e–mail ID : 
careers@nepamills.nic.in. 

OR 
Application complete in all respect along with the self attested 
testimonials documents may be sent by REGISTERED/SPEED POST in 
sealed envelope subscribing “Application for the post of Company 
Secretary on FTA Basis” to the following address: 
 

Senior Manager (P&A) 
Nepa Limited, Nepanagar, Dist – Burhanpur 

Madhya Pradesh – 450 221 
 
The application must reach the above address within 7 days from the date 
of publication of advertisement.  The company will not be responsible for 
postal delay or loss/non-delivery thereof. No correspondence in this 
regard will be entertained. 

How to Apply 



 

 
 

Engagement to the above Post on FTA Basis will be subject to the 
candidate being medically fit as per certification of the Incharge Nepa 
Limited Hospital. 

 
 
 

The Management reserves the right to fill or not to fill the above position 
without assigning any reason whatsoever.   

The prescribed qualification/experience is minimum and mere possession 
of the same does not entitles a candidate to be called for interview.  In this 
regard, the company’s decision shall be final. 

Any corrigendum/extension to the advertisement shall be hosted on our 
website www.nepamills.co.in only. 

Any canvassing directly or indirectly by the applicant will disqualify 
his/her candidature. Any dispute with regard to the engagement against 
this advertisement will be jurisdiction of Nepanagar Court only.   
 
 
 

Senior Manager (P&A)  
Nepa Limited, Nepanagar 

 

Health / Medical Fitness 

General Instruction 


